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1.

Introduction

BST plays a pivotal role for our families: it’s where we send our children to learn to think critically
about the world around them and themselves, socialise, discover their interests, passions and
hobbies, and be active. It’s where we leave them in the capable hands of their teachers, tutors, and
the school’s administration to allow and encourage them to thrive and grow.
This is why we, as parents, take active initiative in shaping and driving the school, not just in terms
of its curriculum, but also the services and support it provides to us and our children. It is also why
we play an essential role in the school to facilitate parents to come together, and to work together
to support and engage with the school, the wider community, and each other.

2.

Our Values

Based on the Constitution of the Parent-Teacher Association (PTA) of the British School of Tokyo
(BST) consists of all parents and teachers of the school.
As a reflection of the school and its community, we are:
● Diverse: We welcome families from all backgrounds, cultures, languages and ethnicities
● Inclusive: Each and every parent has a voice, and is welcome to join in whatever capacity
they choose
● Engaged: We care about the school, the school community, and the community at large.
We understand the PTA’s role is to make meaningful contributions to the school and its
community, and facilitate the school’s engagement with its student-, parent- and teacher
community.

3.

Our Mission

Our mission is to build, maintain and strengthen our community. We care deeply about our
community in and beyond BST, working to engage our children at school, and involve them in
helping others, especially children in need in the wider Tokyo and global community.
We are here to listen to and represent BST parents before the school, and consolidate parent
voices to provide consistent input into the school’s leadership and development.
Lastly, we understand BST families’ needs also extend beyond the school, and provide resources
to help them settle into or engage in a balanced, healthy life here in Tokyo.
We always strive to be empathetic, sincere, and accountable.

4.

How We Work

How we work with each other
We are a group of parents who work on an entirely voluntary basis. We therefore value and
respect each PTA member’s level of engagement and input, and emphasise cooperation,
collaboration and support amongst each other.
The PTA’s work is structured into the Executive Committee, with the support of “Friends of the
PTA”: ranging from volunteer parents helping on a more informal, case-by-case basis to
community partners and sponsors for our events and raffles.
How we work with the school
Our relationship with the school administration is dynamic and consultative, representing the
voices of parents and the school community to the school. We have a seat at the School
Advisory Committee (SAC), and fully benefit from the Principal’s Open Door Policy, to strive to
provide consistent, informed, and constructive input to the strategy and development of the
school.
How we work with the parent community
We provide regular opportunities for parents to get together, and encourage and facilitate them
in sharing information, resources, and also constructive criticism for navigating life within and
beyond the school. We strive to do this in an inclusive, respectful, friendly, fun, open, and often
informal manner.
As volunteers ourselves, we always welcome parents who want to volunteer with us, within
their own and specific time and commitment constraints. Our activities with the parent
community focus on serving and giving back, either to our school or through charitable
activities and/or events.

5.

Our Main Activities

Our main activities can be grouped as follows:
Fundraising and charity: Our fundraising and charity work can be categorised by
beneficiary: the first benefits the school, and is dedicated to the Annual Fund; the
second benefits local and global charities helping children in need. We also
collaborate closely with the school, and help engage the community for school and
community fundraisers.
Sales: As our main source of income, we hold termly second-hand uniform and book
sales based on donations from the community, and coordinate all volunteers and sales
logistics.
Social and community organisation: Primary class parent and Secondary parent
coffee coordination, fostering community and facilitating communication and support
within the parent community, across year groups, and also in collaboration with the
school.
Outreach/new joiners: Often, we are the first point of contact for new joiners, so we
work to support them by managing the buddy system that pairs up new joiners with
more experienced BST parents, and helping them get oriented both at school and in
Tokyo.
Enrichment: To engage and support the parent community, we organise seminars and
workshops on topics relevant to our and our children’s health and wellbeing.
Whenever possible, we collaborate with the school and students and their curriculum
and club activities to keep our topics relevant.
Administration and sustainability: Since we are all volunteers, we continuously work to
engage new volunteers to help us and/or step up into leadership positions in our
Executive Committee. We also keep our Constitution and this handbook up to date,
and work with the school administration to ensure continuity and alignment with the
school.

6.

Our Calendar of Events

Over the course of the year, we organise a series of regular events. Below is an
overview of how often we organize our events, and a rough overview of our calendar
of events.
Every Month
Coffee mornings provide a casual opportunity for new and veteran parents to meet
and mingle.
Every second Wednesday of the month during term dates, we host a coffee morning
for Secondary parents on or close to Showa campus. Each coffee is organized by
year or class, with dedicated relevant themes.
Every second Friday of the month during term dates, we host a coffee morning for
Primary parents on or close to Shibuya campus. Each coffee is organized broadly for
all Primary parents, and themes relevant to the community (i.e. to gather feedback
after parent seminars or school presentations, to arrange informal meetings with the
school administration etc.).
Coffee morning themes are publicised ahead of time to encourage participation and
discussion.
Every Term
New joiners welcome: Reaching out to them for questions on school life and life in
Tokyo (including disaster preparedness), and connecting them to other parents by
inviting them to our events.
Charity drives and fund-raisers, with all proceeds donated towards local and global
causes:
Over the course of the academic year, the PTA traditionally works with three charity
organisations: Seykoro Children’s House, a local orphanage; the Salvation Army; and
Save the Children.
The Seykoro Children’s House fundraiser takes place right before winter
holidays/Christmas. It consists of a week-long communications campaign to raise
awareness for the house, culminating in a Friday non-uniform day requesting
donations of ¥500 per participant. In parallel, parents are asked to volunteer packing
and distributing Christmas treats and goodies to the children during a visit to the
orphanage.
The Salvation Army drive takes place once in the fall, and once in the spring. It
consists of a community call for donations (small furniture and appliances, toys,
books, clothes), which are collected by Salvation Army staff and trucks on one
afternoon.
The Term 3 family fundraising campaign kicks off on May 5th (the Day of the Child in
Japan) for the charity Save the Children, and runs through June 1 ( International
Children’s Day) to the end of the term.

We always collaborate closely with the school on implementing its charity policy, such
as promoting the Charity of Choice survey amongst students in the beginning of the
academic year that gives them a voice in choosing a charity for school fundraising
activities, including designated non-uniform days.
PTA sales for used uniforms and books: Organised termly, or at least once in the fall
and once in the spring, uniform sales take place in time for the seasonal uniform
change.
At least two weeks ahead of the sales, calls for volunteers and donations are put out
to the parents, and volunteers’ names gathered in our list of Friends of the PTA.
Enrichment seminars/parent workshops/fitness sessions are based on the available
pool of speakers/contributors from our school community or amongst our wider
contacts.
Whenever possible, we try to align and promote our enrichment activities to support
and reinforce priority events in the school calendar, such as aligning our free yoga
sessions with the school’s United World Schools fundraising Move-a-Thon, or
donating proceeds from our book sales to an ongoing fundraiser.
Once a Year
Our welcome picnic at the beginning of Term 1, for all families, but especially new
joiners. We make an active effort to attend, get to know parents, and introduce them
to each other.
At the end of Term 1, a formal gala celebrates and raises money to support the
school’s Annual Fund. To do this, the PTA organises a raffle with prizes from our
community sponsors, a benefit art auctions and/or concert from the community, or
students and staff. We also organise the formal evening itself from the venue down to
entertainment, and food and drink.
The Annual Fund fundraising period is from November-February, so the PTA
continues to amplify fundraising efforts through its communications, wherever
possible.
Our end-of-year picnic brings everyone together, and provides a final fundraising
opportunity for our Term 3 Save the Children campaign. This picnic has a lot of
potential to be expanded, and can incorporate student-led activities.

Overview of Key Events by Term
Term 1
PTA welcome picnic
In time for fall: Second-hand uniform sale
Book sale (sales can be grouped together and held at the same time)
Salvation Army drive
Annual Fund Celebratory Evening
Sekoryo Children’s Home non-uniform day/fundraiser
Term 2
Second-hand uniform sale
Salvation Army drive
Book sale
Term 3
5th May, Kodomo no hi: Launch of community fundraising campaign for Save the
Children
Second-hand uniform sale & book sale benefiting Save the Children
End-of-year picnic, and closing event of our Save the Children fundraising campaign.

7.

Organisational Structure

Our organisational structure reflects our areas of work, but specifically adds
administrative positions to help us all collaborate and coordinate with each other. In
addition, the PTA Chair, Vice Chair and Secretary work closely with the school
administration and students.
Here is a separate presentation with our organisational chart, showing how we are
organised, along with brief descriptions of each role. Please ensure this chart is
always updated!
In addition, we actively engage “Friends of the PTA” through our social media, which
ranges from regular parent volunteers who help during sales and events, to our
community partners and sponsors for events and raffles.

8.

Operational Guides

Our operational guides for each role in the Executive Committee provide specific
instructions on executing our work efficiently and effectively. These guides are
working documents that are maintained by respective members of the Executive
Committee, and are meant to be practical. They can include an overview of each role
and its associated responsibilities, as well as key events and/or outputs, and tips and
tricks on getting the work done.
Guides exist for the roles of:

●
●
●
●
●
●
●
●
●
●
●

Chair
Vice Chair
Secretary
Treasurer
Fundraising and Charity
Sales
Social and Community Organisation
Outreach/New Joiners
Enrichment
Administration and Sustainability
Communications
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