
Historian

Burbank Council PTA



Historian – Responsibilities (1/2)

• Collects volunteer hours for PTA meetings and events throughout the year from June 

1st to May 31st of the following year *

• Why do historians collect volunteer hours for a PTA?

• To maintain PTA’s federal exemption status: as a non-profit 501 ( c ) ( 3 ) organization, PTA must receive 1/3 of its support from the general public;

• Used in advocating on behalf of children;

• Used as information in grant writing.

• What do historians include as volunteer hours?  (see next slide)

• How do historians collect volunteer hours?

• You can use a sign in sheet at every meeting and event and tally all of the members’ hours

• Before April’s meeting, ask all your members to project their number of volunteer hours from April through June 30

• The VOLUNTEER HOURS REPORTED ARE FOR PTA WORK ONLY, not volunteer work done for the school/teacher or 

other organization

* All the Units of Burbank have their fiscal year from June 1st to May 31st. Because of that you may 

want to include 12 months of volunteer hours corresponding to your fiscal year, otherwise you may not 

get the total amount of volunteer hours due to the new members elected who might not know their role



• Administrative tasks
• Phone calls

• Travel time

• Emails

• Meetings
• General membership meetings

• Executive board meetings

• Meetings with administrators or teachers having to 
do with PTA

• School district or school board meetings that you 
attend as a representative of PTA

• Any other meetings attended for PTA purposes

• Writing
• Meeting agendas

• Minutes

• Treasurer’s report

• Chair/Officer’s report

• Preparation for:
• Meetings

• Events

• Phone calls/emails

• Event tasks
• Set-up/Clean-up

• Actual events

• Shopping for event/activity

• Thinking PTA
• Promoting PTA to friends and acquaintances

• Volunteering at school for PTA-administered 
programs

• Email conversations

• Attending
• California State PTA Convention

• National Convention

• Council/District trainings

• Legislation activities/conferences

What type of activities should you keep track of?
If PTA asks you to do it, count it toward your volunteer hours



Sign In Sheet - Example



Volunteer Hours Tally



Volunteer Hours on excel sheet

August 20XX September 20XX
List all 

activities

Officers and 
Chairmen's 
Activities

Registration PTA/PTSA 
Meeting

August XX, 20XX

Membership 
Drive

Book Fair 
Date  Day1

Book Fair 
Date Day2

Book Fair 
Date Day etc.

Officers and 
Chairmen's 
Activities

PTA/PTSA 
Meeting

September XX 
20XX

Activity X
Date

Reflections

Attendance Name Total Hours/Person

President 211 15 15 3 4 3 2 15

1st VP Leadership 24 3 3

2nd VP Membership 31 2 3

3rd VP Legislation/Advocacy 54 5 3 6.5 6.5 3 2

Recording Secretary 13 3 3 4

Treasurer 102 10 6 10 3

Auditor 182.5 17 3 20 20 3 1.5

Financial Secretary 34 10 3

Historian 33 15 3 3

Parliamentarian 25 10 3 3

Corresponding Secretary 9

Chairperson 1 3 3

Chairperson 2 11 3 2.5 2.5

Chairperson 3 15 3

Etc. 3 3

Volunteer 1 22 3 4 4

Volunteer 2 8 3 2.5 2.5

Volunteer 3 6 3 1.5 1.5

Etc.

TOTAL 786.5 44 45 61 0 37 0 37 14 27 9.5 15

Report December 20XX

Total hours in August 20XX 224

Total hours in September 20XX 65.5

Total hours in October 20XX …

Total hours in November 20XX …

TOTAL Aug. Nov. 20XX 289.5



Volunteer Hours on Signup (1/2)

Step 1: Check your email and click on the Signup link

If your Unit uses Signup you could print a screen that would give you the list of volunteers and their hours

Step 2: Check the details in Signup



Volunteer Hours on Signup (2/2)

Step 1: Check your email and click on the link “View Activity” Step 2: Check the details in Signup

If your Unit uses Signup you could print a SCREEN that would give you the list of volunteers and their hours



Historian – Responsibilities (2/2)
• Completes and submits the PTA Unit-Annual Historian Report to Burbank Council PTA in 

April

• An estimate of the volunteer hours will be required from April to May 31st *

• Captures, assembles and preserves record of activities and achievements of your PTA

• The goal is to keep your PTA’s history such as 

• Awards from First District PTA or Burbank Council PTA

• News articles about your Unit’s events

• Advocacy work

• Photographs of PTA activities

• Etc.

• Optional: Displays or presents brief overview of PTA year at meeting near the end of the 

school year

* If you consider the 12 months of your fiscal year, the estimated volunteer hours will be for the 

periods of April to May 31st



PTA Unit – Annual Historian Report Form

http://downloads.capta.org/toolkit/forms/UnitHistorianReport.pdf

http://downloads.capta.org/toolkit/forms/Unit_Annual_Historian_R
eport_Form_(fillable).pdf

The information such as PTA/PTSA Name, and State PTA 
Identification # can be found in your Unit’s Bylaws 

Get the form following this link:

http://downloads.capta.org/toolkit/forms/UnitHistorianReport.pdf
http://downloads.capta.org/toolkit/forms/Unit_Annual_Historian_Report_Form_(fillable).pdf


Showcase your PTA History
• Practices at Elementary PTAs but not limited to:

• Take lots of photos at PTA events

• Setup a display board highlighting your PTA activities in school hall/office

• Share your PTA History at Back-to-School Night, staff luncheons, and community events

• Present ‘mock’ check to your school board to show dollar value of volunteer hours at end of 
school year

• The value in $ is determined using 

• The Total Volunteer Hours Reported projected to May 31st on your PTA Unit-Annual Historian Report Form

• The rate mentioned in Value in Volunteer Time by State (in 2020, the value was $33.61 in California – updates 
are done in April of each year – check the following website to get the last update: 
https://independentsector.org/wp-content/uploads/2018/04/Value-of-Volunteer-Time-by-State-2001-2020.pdf)

• Collaborate with Founders Day Chairperson to promote PTA History

• Create a President’s Memory Book to present at end of term

• Send out press releases to local media of your events (this responsibility depends on the 
organization of your PTA Unit)

• Practices at Middle and High PTSAs but not limited to:

• If your PTSA Unit has a Facebook page and/or publishes a Newsletter, you can contribute to 
the content by sending events and activities information to the Chairperson in charge



California State PTA – Social Media & PTA Advocacy



California State PTA – Social Media & PTA Advocacy



Photography Release

This needs to be filled out any time 

you wish to post a picture of a 

student on Social Media



Additional Resources

• Job description: http://downloads.capta.org/toolkit/jd/Historian.pdf

• PTA Unit – Annual Historian Report Form: 
http://downloads.capta.org/toolkit/forms/UnitHistorianReport.pdf

• Questions? Please reach out to: historian@burbankcouncilPTA.org

http://downloads.capta.org/toolkit/jd/Historian.pdf
http://downloads.capta.org/toolkit/forms/UnitHistorianReport.pdf


Questions?



Thank you!


