Miller-Driscoll PTA Job Description
Lost and Found Coordinator

Overview: Organize the lost and found area 4 times during the year when parents can look for items.

Timeline:
· Before conferences
· Late January

· Prior to April break

· June during Field Days

Responsibilities

· Collect all the Lost and Found items From the Lost and Found area of the school.  
· Organize and set up a table with the lost and found items, centrally located, during the above mentioned time frames.
· Put a reminder in the Scoop and social media indicating the date by which parents have to check out the lost and found area before it is cleared out for the Turnover shop.

· Before you take the clothing away, if possible, look through for labels.  If something has a name try to get it to the child by leaving it in the office with the child’s info, delivering to the classroom, or calling home.  

· Bring items down to the Turnover shop.  

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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