








Create a Promotions Plan

A promotions plan serves as a roadmap for how you’ll inform
members and potential members about your activities and 
achievements.

1. Conduct a program analysis

• What do your members want/need/expect from your PTA?

• What programs have been successful (and less successful), 
and why?

• What will motivate people to support your program, and what
might prevent them from doing so?

• What resources (money, volunteers, etc.) do you have to 
promote this program?

2. Choose a promotions strategy

• Always keep in mind your target audience—who they are will
determine what promotional methods are most appropriate.

• Popular avenues of promotion include meeting announcements,
newsletters, school marquees, local advertising, electronic mailings,
and press releases.

3. Create an action plan

• Outline what will be done, when it will begin and be completed,
and who is responsible

• You may do an action plan for each individual program you are
promoting, or consider a full, single calendar to avoid excessive
overlapping of program promotions.
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Back-to-School Promotion and Action Plan

Situation Analysis
ABC PTA would like to increase participation in the back-to-school event, and increase
the number of member sign-ups. A survey of parents revealed the following opinions
about our back-to-school event:
• More parents would attend the event if held on a Friday evening (parents too busy

on weeknights and Saturdays).
• Parents and volunteers appreciate food items being offered (even if for purchase).
• If entire families can attend, parents don’t need to find child-care
• Event invitations, as well as general information about the school, PTA, and 

volunteering opportunities, need to be available in Spanish.
• Volunteers indicated that shorter work shifts during the event allowed them to

 participate more and make the event more enjoyable.

Back-to-School Goals
• Host an orientation event for faculty and school families on September 28 at 7:00 p.m.
• Increase attendance of event by at least 10% over previous year.
• Offer food items (pizza slices, salads, and drinks) for purchase for no more than 

$5 per  person.
• Double the number of volunteers working the event in order to have shorter 

work shifts.
• Create a new multi-cultural committee comprised of bilingual parents and school

staff by September 5 to assist with translations, communications, and invitations.
• Renew commitments from past local business sponsors (and find two new sponsors)

to donate goods or services to the event.

Promotion Strategies
• Evaluation of past promotion methods has revealed that newsletters and take-home

fliers have been successful; a new suggested method involves enlisting a team to
personally call all new families with a welcome and event invitation.

• Produce fliers, articles, posters (for local merchants), and other advertisements—
in English and Spanish.
• Deadline for fliers (responsible for distribution):_______________________________
• Deadline for articles (responsible for distribution): ____________________________
• Deadline for posters (responsible for distribution): ____________________________
• Deadline for invitations (responsible for distribution): __________________________
• Deadline for press releases (responsible for distribution): _______________________

• Form an event committee and publicity team, and invite school staff to take part.

Sample Promotion Plan
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Evaluate and Follow Up

Look at the goals you established at the beginning of the program
and the responses on the feedback forms.

• Did the program meet its goals?

• Did participants find the program useful?

• Did the program encourage action?

• How might the program be improved?

Follow up by publishing a summary of the event
(www.pta.org/CommunityReport) and the outcomes of the pro-
gram in a newsletter, or post the summary and outcomes on the
school or PTA website. Celebrate your successes. Consider distribut-
ing resources to people who were unable to attend.

Participant satisfaction forms should be tailored to ensure consistency
with the program and the intended outcomes. The sample form 
on page 26 can be used to evaluate a Building Successful
Partnerships presentation, Teacher Appreciation Week events, or
any of your PTA programs.
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Participant’s Name (optional)_________________________________________________

Activity__________________________________________

Date____________________

1. Did you enjoy or benefit from the activity?

a. Yes, very much

b. Yes, somewhat

c. Not as much as I hoped I would

d. No, I did not

2. Did you get the help you needed?

a. Yes, completely

b. Yes, for the most part

c. Not really

d. I did not need help.

3. Would you recommend this program to others?

a. Yes, definitely

b. Probably

c. Maybe

d. No

4. Why did you participate in this program /activity?

a. I thought I would learn something new.

b. My child was involved.

c. The topic was important to me.

d. I had some free time.

e. Other (Please specify.)_______________________

Sample Participant Satisfaction Survey
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5. In your own words, what was the most important thing you got out of the program?

6. In your own words, what would you have left out of the program?

7. What suggestions do you have for improving this program/activity?

I am a (check all that apply): Parent    Family member    Principal    Teacher

PTA member    Student    Community member    

Other (please specify.): _______________________

Thank you for your participation!

Sample Participant Satisfaction Survey
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Setting Program Timelines

Overview

For some programs and events, the timeline is determined by the
needs and interests of the stakeholders (parents, students, teachers,
school leaders, the business community, etc.). Timelines also may
be determined by the group that developed the program your PTA
wants to adopt.

Timeline Tip

When setting your timeline, avoid conflicts with religious and 
cultural observances. In addition, check the school and community
calendars to find out what other events are planned and when.
There may be opportunities to partner on activities with other 
community groups. You don’t want to force the school community
to choose between your event and others, which may happen if
events overlap or if there are a lot of events within a short period
of time.

Timelines also may be influenced by PTA and national observances
related to the program topic. Check PTA’s calendar of events at
www.pta.org/events.asp for a list of PTA events and other obser-
vances that can guide your planning.

Building a Timeline

• Start with the end date in mind.

• Work backward to figure out the dates by which specific 
planning activities must be done.

• Build in time to spread the word and get people interested.

• Allow time for unexpected situations that may delay the planning
process. For instance, make sure that someone else can sign checks
if the treasurer is unavailable when a bill needs to be paid.
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Sample Timeline: PTA Community Health Fair

Let’s say a PTA has a year-round healthy lifestyles program, and
a part of the program is a community health fair held in the early
summer. Here is an example of a timeline that works backward
from the event date, Saturday, June 2. The countdown helps
 identify what, how, and when tasks need to be completed.

By the week of April 30

What: Form a planning committee that may include students, parents 
(PTA and non-PTA members), a teacher (preferably the health or
physical education teacher), the principal, etc.

How: Decide whether to issue an open invitation to join the planning 
committee or personally invite key people; communicate the date,
time, and location of the first meeting. Have an agenda for the
meeting, and be prepared to build consensus and action plans.

By the week of May 7

What: Ask businesses and community groups to donate giveaways, health
information (brochures or other literature), coupons, food, space, or
time. Find companies or healthcare organizations that can offer
hands-on experiences.

How: Talk to local businesses and organizations about the health fair; tell
them how the fair will benefit the community. Communicate your
PTA’s plans and ask the businesses if they would like to be involved.
Discuss with them what they could provide that would meet one of
the PTA’s needs. Ask them to post fliers announcing the fair (the
fliers should indicate who should attend and when and where the
fair will be held). Exchange contact information and thank them. 

To prevent multiple volunteers from approaching the same businesses
and organizations, assign each volunteer on this task a specific area
or group of businesses.
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By the week of May 14

What: Start communicating activities and details to school staff and all 
families in the school community.

How: Use all communication vehicles available to get the word out about
the health fair. Post announcements on the school website, run ads 
in the school and PTA newsletters, send e-mails to all parents and PTA
members, make phone calls to community leaders, promote the event
when talking to friends and neighbors, remind people of the fair 
during other events, and so forth.

By the week of May 21

What: Notify the local media about the health fair.

How: Provide the who, what, when, where, and why of the event to local
radio stations, television stations, community blogs, and newspapers.

By the week of May 28

What: Gather the supplies you will need for the fair.

How: Coordinate trips to supply stores, as needed. You may need decorations
and sign-making material. Plan to pick up any tables, chairs, or rental
equipment at this time (arrangements should have been made earlier
in the month). 

Check in with volunteers and businesses that will be contributing time
or goods.

By the week of June 2

What: Set up and host the health fair.

How: Set up tables, booths, ticket desks, and refreshment areas. Hang signs
and decorations. Arrange space for people to walk and congregate. 

Greet the vendors, volunteers, and participants. Have volunteers 
circulating through the fair to troubleshoot.

Collect feedback and let attendees know what will happen as
follow-up to this event.
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PTA Programs and Resources

Overview

Your state PTA may have well-established programs that your 
PTA can implement. In addition, the PTA national organization 
has developed and compiled resources, tools, program models, 
and advocacy tips for three focus areas: healthy lifestyles, parent
involvement in education, and arts and culture. All PTA programs
encourage and support opportunities for parents, families, school
staff, the community, and other caring adults to be involved in 
the healthy growth and development of children and youth. Each
focus area covers a number of specific topics identified by national
research as important to supporting the academic and healthy
development of all children and youth. Embedded in all of PTA’s
programs is the notion that parent involvement is the vehicle
through which your program goals will be achieved.

PTA Program Topics, Tools, and Resources

• Improving Health and Wellness

• Strengthening Family-School Partnerships 

• Promoting Experiences with and Exposure to the Arts 

For detailed information about these programs, go to
www.pta.org/programs.asp.
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PTA Awards and Grants

Learn more about these national award and grant opportunities
(and find application information) online at 
www.pta.org/nationalawards.

• PTA Healthy Lifestyles Award—Host activities to promote
health and wellness, and your PTA could win a cash award to
support your plans.

• The Phoebe Apperson Hearst Family-School Partnership
Award—Cash awards and two expense-paid trips to the PTA
National Convention are given to a local PTA best exemplifying
the National Standards.

• PTA Take Your Family to School Week Award—Host an event
that welcomes families into the school community and your PTA
could win an $1897 Award to support your efforts.

• PTA Outstanding Advocacy Award—At the PTA National
Legislative Conference, recognition is given to one state and one
local/district PTA that have influenced public perception, awareness,
or action regarding children’s issues.

• Shirley Igo Advocate of the Year Award—At the PTA National
Legislative Conference, recognition is given to one individual that
has influenced public perception, awareness, or action regarding
children’s issues.

• The Mary Lou Anderson Reflections Arts Enhancement
Grant—Matching grants are given to enhance arts education 
in the classroom and other learning environments through 
activities, materials, artist visits, and special programs.

• National PTA Life Achievement Award—You can thank that
special advocate for children in your community by giving them
the highest honor awarded by the PTA; the fee supports the
National PTA Endowment Fund.
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Program Resources for Building Successful Partnerships

Find tools and guides to help create programs that boost parent
involvement at www.pta.org/bsp.

• National Standards Implementation Guide

• National Standards Assessment Guide

• Power of Partnerships Family Survey

• A Report Card for Parents

• 10 Truths About Parent Involvement

• National Standards for Family-School Partnerships: What We 
Can Do Together to Support Student Success (Powerpoint for 
an audience of families and community members)

• Bridging Race, Income and Cultural Differences to Support
Student Success (Powerpoint for an audience of families, 
teachers and community members)

• The No Child Left Behind Act and Title 1 Schools: What Parents
Should Know and Do (Powerpoint for an audience of parents)

• 25 Tips for Making Successful Presentations

• PTA Report to the Community Instructions (instructions on how
to use the Report to the Community to share family-school-
community partnership successes)

• PTA Report to the Community Template (a template for describing
partnership successes and sharing with the community)

• Hearst Family-School Partnership Awards (national recognition
and monetary awards for PTAs’ efforts to build family-school
partnerships)
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Contact Us

Contact your state PTA or the PTA Office of Programs and Public
Policy for guidance, support, and answers to questions.

PTA National Headquarters PTA Office of Programs
541 N. Fairbanks Court and Public Policy
Suite 1300 1400 L Street N.W.
Chicago, IL 60611-3396 Suite 300
Phone: (312) 670-6782 Washington, DC 20005-9998
Toll-Free: (800) 307-4PTA (4782) Phone: (202) 289-6790
Fax: (312) 670-6783 Hotline: (888) 425-5537
E-mail: info@pta.org Fax: (202) 289-6791
Website: www.pta.org Website: www.pta.org
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