3/17/2005

JOB DESCRIPTIONS FOR

SJA PSO ASSOCIATE BOARD POSITIONS
1.
  Mentoring Committee Chair -
The chairperson of the Mentoring Committee is responsible for working with the Mentoring Committee to welcome all new families into the school and provide them with information they need to acquaint them with the school and its programs.  These responsibilities include:

· Obtaining the list of new students entering in the next school year;

· Matching each new family with a veteran family who, if possible, will have a student in the new child's classroom;

· Organizing a social before the beginning of the school year in which the matched families can meet;

· Working with the school office to match up any new students who enter during the school year;

· Attend monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
2.
Hospitality Committee Chair - 

The chairperson of the Hospitality Committee is responsible for working with hospitality volunteers to:

· Coordinate the provision and serving of refreshments at various PSO-sponsored functions (including Curriculum Nights, New Parent Orientation, Principal Coffees, and special PSO meetings);

· Attend monthly PSO meetings to report status and represent issues as needed;

· And perform such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
3.
     Publicity Committee Chair -
The chairperson of the Publicity Committee is responsible for working with the Publicity Committee to:

· Publicize PSO-sponsored programs, socials and school events in local newspapers;

· Attend monthly PSO meetings to report status and represent issues as needed;

· And perform such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
4.

Performing Arts Coordinator -
The performing arts coordinator is responsible for booking assemblies for the school, including:
· Overseeing the budget for the performing arts program;

· Attending a 2 day showcase in September where a variety of performers display their "acts" (some are on stage for an 8 minute preview of their act and the rest are set up to talk throughout the convention center);

· After clearing all dates and times with the principal or assistant principal, booking:

· about one assembly per month Oct-May (excluding December)

· typically six acts per school year (in addition to SJA’s drama production) 

· acts which are educational in nature and dispersed among various subjects: Science, History, Drama, Dance, Music, Multi-Cultural Storytelling, etc.
· Supplying the performers with necessary equipment (i.e., micro-phones, seating, tables, water);

· Attending all performances as a liaison between the performers and the school; 
· Introducing the performers, with a brief summary where appropriate; 
· Acquiring check(s) from the PSO Treasurer in advance of the performance, so as to assure prompt payment to performers on the day of the event;
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
5.
School Apparel Committee Chair -
  
Beginning immediately after Orientation packets are distributed in the spring (so that the same committee tabulates, sorts, collects money for and distributes the coming school year’s orders), the chairperson of the School Apparel Committee is responsible for working with the School Apparel Committee to coordinate all aspects of the ordering and selling of school apparel, including:

· Tabulating orders (late May) submitted through spring Orientation packets;

· Verifying inventory on hand and submitting order (Late May/early June) to vendor (currently Schoolbelles) to ensure delivery sufficiently in advance of  Orientation Day in August;

· Sorting orders for delivery at Orientation Day;

· Setting up and staffing a booth at Orientation Day to deliver apparel orders and take new apparel orders, including making sure samples are available to try on; 

· Collecting payment for all apparel orders;

· Verifying inventory on hand and submitting second order to vendor for orders taken at Orientation Day;

· Contacting vendor sales representative in January to obtain wholesale and retail prices for the upcoming year;

· Updating Apparel Order form and Apparel Information sheet to be included in the spring Orientation packet and bring to printer for copying (February/March); 

· Distributing Apparel Order form and Apparel Information sheet with other PSO materials in Orientation packets;

· Making samples available for students to try on during spring order period;
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
6. 
 Newsletter Committee Chair (“Editor”) -
The Newsletter Committee Chair (“Editor”) is responsible for working with the Newsletter Committee to compile, edit, print and distribute four issues of the SJA PSO News during the school year, including:

· Setting deadlines for all four issues, allowing a two week period after submission deadlines in which to assemble information and print the newsletters for distribution in October, December (before Christmas break), March (before spring break) and May (before 8th grade graduation);

· Accepting information submitted by e-mail and/or collected in the “Newsletter” envelope in the school office;

· At the editor’s discretion, the first page of the newsletter may be colored - usually yellow for the first three issues and white for the May issue.  White paper is purchased through the school (receipts for colored paper are submitted to PSO Board for reimbursement);
· Compiling the newsletter with page order as follows:  Page 1:  PSO Board letter, Page 2:  [Principal]’s Corner, Page 3:  Begin with Preschool-Junior High information from the teachers, Next Pages:  Committee/School Function information/Student Achievements, Last Pages: Sports (except that the May issue must feature the picture of the graduating 8th grade class on the first page before following the above sequence),
· Submitting the  final draft of each issue to the SJA Principal for approval prior to printing;

· Printing, collating and stapling each issue of the newsletter using the school printer (a 5 hour process), with the help of 2 distribution volunteers;

· Distributing each issue of the newsletter by putting the appropriate number of copies into the respective class “mailboxes” for inclusion in the youngest childrens’ Wednesday envelopes;

· Checking in January with the yearbook coordinator (usually an 8th grade teacher) to determine when the 8th grade class will have its final class picture taken in the gym (usually early April) and arranging to be present to take the photo also for inclusion on the front page of the May issue;
· In August/September, accepting photographs/news articles from parents regarding their children’s summer achievements;
· Continuing throughout the year (between issues and even over the summer), continuously collecting information, taking photographs of important school events listed in the school calendar or requested by the Principal, and accepting news articles for inclusion in the next issue;
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
7.
Hot Lunch Program Coordinator - 
The Hot Lunch Program Coordinator is responsible for coordinating all aspects of the SJA Hot Lunch Program, including:

· Contacting vendors to obtain menus and pricing;
· Developing meal schedules and pricing;

· Formatting, copying and distributing the menus to students and teachers;
· Collecting menus and inputting data to Excel spreadsheets;
· On a weekly basis, placing the order with that week’s vendor and distributing to each teacher a list identifying those students who are receiving hot lunch;

· Soliciting volunteers to work hot lunch in the classrooms;

· Scheduling the volunteers, photocopying the schedule, and distributing it to the parents;

· Depositing into the bank funds that have been collected from students, paying the vendors weekly, reconciling the bank account each month and preparing a semester financial report for presentation to the PSO;
· Ordering food for the Annual PSO Appreciation Dinner held at the end of the school year;
· Coordinating special event days such as the Christmas buffet and Ice Cream Social; 
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
8.
School Supplies Committee Chair - 
The chairperson of the School Supplies Committee is responsible for working with the School Supplies Committee to ensure the accurate procurement of and payment for necessary school supplies, including:
· Coordinating the ordering, distribution and allocation of funds for student supply packets and paper products for classrooms;
· Arranging for the ordering of and collection of payment for school supplies ordered through the spring Orientation packets and otherwise; 

· Distributing pre-paid school supplies on Orientation Day;

· Coordinating the procurement of student assignment books as necessary;

· With excess funds, meeting minor supply needs of teachers throughout the school year;
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
9.
Rec Parents Committee Coordinator - 
The Rec Parents Committee Coordinator is responsible for assigning (from the list of volunteers collected during orientation) room coordinators, rec parents and baker parents for all elementary classrooms, and advising the coordinators of their duties and budgets for the year, including:

· Assigning room coordinators for all classrooms from 3 year old preschool through 5th grade;

· Compiling a list of rec parents and baker parents for each classroom; 

· During Orientation Day, collecting any rec fees that were not paid at time of spring registration;  

· After consulting with the PSO Treasurer  to identify the names of families with rec fees outstanding,  sending notices to those families through the Wednesday envelope to collect such fees;
· Holding a meeting in late September of all the room coordinators, during which the Coordinator shall distribute the list of rec parents for each class, explain the duties of the room coordinators, and distribute the class rec budget (if available);

· Contacting room coordinators as necessary during the year if the SJA Principal or PSO feel their assistance is needed during school events such as the Christmas program or Family Fun Night;

· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
10.
 Jr. High Special Events Coordinator -
The Junior High Special Events Coordinator is appointed by the administration from the list of  Jr. High parent volunteers list to coordinate four special events for the Jr. High during the school year (fall, Christmas/New Year’s, St. Patrick’s Day and End of Year), including:
· Identifying the total activity fee amount collected which is available to be budgeted towards the special events (excluding the additional fee for 8th graders, currently $3.00, which is earmarked for the 8th grade graduation breakfast);

· Determining the nature of each special event, subject to the approval of the teacher liaison and consistent with the activity fee budget;


· Recruiting volunteers (from among those parents on the volunteer list compiled through orientation) to serve on an as needed basis for each special event; 
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
11.
Family Concerns Committee Chair - 
The chairperson of the Family Concerns Committee Chair is responsible for working with the Family Concerns Committee to address concerns of a  family nature on an individualized basis, including:

· Working with the school office to extend PSO’s sympathy  and/or volunteer services (e.g., meals, babysitting, etc.) in the event of family emergencies;

· Working with the school office to extend congratulations to families during times of celebration (e.g., births); 
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
12.
SCRIP -
The Chairpersons of the SCRIP Committee are responsible for handling all aspects of the SCRIP program, including:

· Soliciting orders from SJA school families through forms distributed in the  Wednesday envelope on a weekly basis beginning the first week of school and ending on the last week;

· Processing orders returned through the Wednesday envelope on Thursday by keying into an excel spreadsheet (which feeds into an inventory spreadsheet that is used to determine the quantity of certificates that need to be ordered);

· Running a tape of the checks which must tie to the order spreadsheet, with a second tape run for the person handling the data base;
· Checking that week’s order against inventory to determine what certificates need to be procured to fulfill that week’s orders;

· E-mailing the order and inventory spreadsheets to the person handling the database;  
· Placing orders each Friday, with Manna for those certificates supplied through Manna (deadline is Monday at 2pm), and directly with certain other vendors (Speedway, Kohls, Buena Beef, Barone’s, Passero’s, Jewel, Upper Crust, Zanders, Yerbabuena, Anderson Books, Great Clips, and Casey’s); 

· Picking up Manna-supplied certificates delivered to the Parish office for SCRIP pick-up on Tuesday morning; 

· Picking up the orders from the SCRIP co-chair on Friday to enter into the database  over the weekend, returning them to school on Monday morning;  
· Filling all orders on Tuesday, then tying out inventory to ensure the correct amount of certificates are remaining; 
· Delivering all orders Wednesday morning by taping them in the Wednesday envelopes (after checking attendance sheets to ensure that no one is absent) and returning them to the elementary teachers after Mass and to the Junior High teachers when they are changing classes;     
· Updating/revising order forms as necessary from time to time;

· Promoting contests from time to time as desired to promote SCRIP sales;

· Calculating final tuition payment credit and communicating amounts earned to respective families prior to final tuition payment being due;

· Ensuring that net proceeds from SCRIP sales, after accounting for tuition credits taken, are reported to the Principal and the PSO, and that corresponding funds are deposited into the appropriate SJA account;

· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
13. 
Car Transportation Coordinator - 
The Car Transportation Coordinator is responsible for coordinating the use of personal vehicles dropping off children at the start of the school day, dropping off and picking up children at mid-day for preschool and kindergarten, and picking up children at dismissal, including:

· Identifying those families using car transportation for the following school year (individuals and car pools) based on the spring orientation forms;
· Organizing and staffing a Car Transportation table at Orientation Day;

· Assigning families to North or South Lots based on grade year of students being picked up in individual cars or car pools at regular dismissal time, and facilitating input of same into the school database;

· Producing name tags for all car families (including any new families joining mid-year), plus additional parking symbols for Preschool families;

· Preparing, copying and distributing Traffic Flow Maps and Rules for both lots (and updates to same for events such as early dismissals, as needed);

· Maintaining a “Car Pools Needed” list throughout the school year;

· Ensuring routine is in place involving placement of cones and roadblocks as needed in the lots;

· Providing teachers with a list of car lot assignments on an individual student basis on the first day of school (and a notification letter to teachers a few days prior);

· Soliciting and directing volunteer parking lot assistants for the first days of school, and Preschool/Kindergarten parent and student volunteers for the entire school year, for arrivals and dismissals (including helping out in lots until these are identified and all have been adequately instructed/trained);

· Working with SJA staff to address parking issues that may arise during the school year;

· Periodically reassessing parking lot procedures and distributing notification of changes or additional information to families and staff as necessary throughout the school year;

· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
14.
Hands-On-Science Coordinator - 
The hands-on-science coordinator is responsible for coordinating the hands-on-science program for the upcoming school year, including: 

· Attending monthly PSO meetings to report status and represent issues as needed;

· Overseeing the budget for the hands-on-science program;

· During mid-August through mid-September:

· Assigning grade coordinators for grades K thru 5, utilizing the parent volunteer list compiled during the summer and furnished by the PSO secretary;

· Assigning additional room coordinators for grades K thru 3;

· Staffing a table at SJA Orientation day to answer questions and secure any outstanding positions;

· Communicating responsibilities to grade and room coordinators;

· Distributing volunteer lists to grade and room coordinators;
· Facilitating the physical collection/storing of science supplies and their distribution for upcoming school year (with most of the experiments being conducted between late September and mid-May); 

· Acting as the liaison between the science program and the PSO;

· Facilitating any process improvements; 
· At the end of the school year, ensuring that all experiments are collected and/or accounted for;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
15. 
Arts Alive Coordinator -
The Arts Alive Coordinator is responsible for coordinating the Arts Alive program (which teaches students about selected artists) for the upcoming school year, including:  

· At the start of the school, year, distributing a written note to each teacher in the 1st through 8th grades to determine on which day and time each month that classroom’s monthly arts alive presentation should be arranged;
· Matching volunteers to the classrooms, using the parent volunteer list compiled during orientation;

· Assigning available parent volunteers to present a given painting or sculpture on  appropriate date(s) and time(s); 
· Preparing a cover letter and the arts alive presentation schedule for distribution to the classroom volunteers;

· Maintaining the artwork and file of information to be made available to parent volunteers on a monthly, rotating basis;
· Arranging to deliver portfolios containing the artwork and files to volunteers (historically, the Coordinator has left the portfolios on her porch for pick-up by volunteers on the first Monday or Tuesday of the month);
· Making reminder phone calls as necessary to parent volunteers:
· Reminding them to pick up artwork and to show up on their assigned day;

· Asking them to send a note to the teacher a day in advance to confirm that they will make the presentation as planned; 

· Reminding them to return their materials promptly;

· Arranging to get Artwork back from current month’s parent volunteers in order to prepare portfolios for the next month’s presentations;

· Serving as liaison between parents, school and teacher to resolve any issues concerning the arts alive program;

· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
JOB DESCRIPTIONS FOR

SJA PSO STANDING COMMITTEES
1.

Bylaws Committee -
The Bylaws Committee Chair is responsible for periodically reviewing the Bylaws and submitting proposed amendments thereto to the PSO Board for action, including, but not limited to:

· Reviewing the Bylaws at least once every two years, as required under Article XIV, to determine whether any changes are warranted;
· Reviewing any proposed Bylaws changes submitted to it for review;
· Submitting proposed amendments for consideration at the next regular meeting of the PSO Board, and updating the documents if necessary after any action by the Board;

· Attending monthly PSO meetings to report status and represent issues as needed;
· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
2.

Giftwrap Committee -
The Giftwrap Committee Chair is responsible for the successful planning and execution of the SJA Giftwrap sale, including attainment of profit goals established by the SJA School Board and PSO, and including but not limited to:
· In the last Wednesday envelope of the school year, sending home a memo announcing next year's fundraiser;
· During late summer, preparing all of the memoranda that need to be distributed during the fundraiser, and after obtaining approval of them from the SJA Principal, PSO President and the Fundraising Committee, bringing them to the SJA office for photocopying;

· On the first day of school:

· Meeting with database management at school (currently Sr. Patricia) regarding the printing of name labels;

· Purchasing a package of blank labels to be printed; 

· Sorting printed labels by class, using copy of class lists obtained from the school office;

· On the first day of the sale:

· Bringing envelopes to each homeroom for distribution by the teacher;

· Circulating videos in classes;

· Leaving catalogs in staff rooms with collection envelopes; 

· Having display ready and up in Jr. High lobby;

· During the sale:

· Having a display up at parent teacher conferences;

· Doing a presentation at Kindergarten coffees;

· Distributing a memo in each Wednesday envelope;  
· Checking the school office periodically to pick up any envelopes turned in early;
· After the sale:

· Processing orders by making sure all money matches the order (Innisbrook will check orders by computer and generate an error list for correction online);

· Reminding Mr. Wind and Mr. Collins of delivery date;  
· Setting up volunteers and service-hour students to assist with delivery; 
· After processing orders:

· Sending home notice of results and reminder of pick-up dates; 

· Confirming delivery day and time with shipping company;
· On the day of delivery:

· Pre-confirming volunteers;

· Setting up the gym;

· Having teacher orders delivered; 

· Making calls for any orders left in the gym;
· After the sale:

· Preparing a financial report for the PSO;

· Turning over any correction monies and getting contract signed for the next year to earn free gift prizes for the current sale;  

· Sending notices out to prize winners and setting up any special preparations for the prizes (e.g., donut days, trips);
·  Attending monthly PSO meetings to report status and represent issues as needed; 

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
3.

Dinner Dance Auction Committee -
The Dinner Dance Auction Committee Chair(s) is responsible for the successful planning and execution of the SJA Dinner Dance Auction, including attainment of profit goals established by the SJA School Board and PSO, including but not limited to:

· Recruiting volunteers to fill committee chair roles;

· Establishing goals for each committee;

· Holding regular meetings to monitor committee progress;

· Sharing best practices from past auction chairs and committees;

· Adding new ideas for fundraising;

· Providing updates to the PSO President and SJA Principal;

· Handling contracts with DJ, banquet facility, audio/visual, printer and any unassigned duties;

· Acting as master of ceremonies at the event; 
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
4.
Golf Outing Committee -

The Golf Outing Committee Chair(s) is responsible for the successful planning and execution of the SJA Golf Outing, including attainment of profit goals established by the SJA School Board and PSO, including but not limited to:
· Recruiting volunteers to fill committee roles;
· Holding regular meetings to monitor committee progress;
· Providing updates to the PSO President and SJA Principal;
· Securing and handling contracts with Golf Course;
· Acting as master of ceremonies at the event;
· Attending monthly PSO meetings to report status and represent issues as needed;
· Providing a financial report of completed event;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
5.

End-of Year Teacher Appreciation Luncheon Committee -

The End-of-Year Teacher Appreciation Luncheon Committee Chairperson is responsible for arranging an end-of-year lunch for all teachers and staff; including but not limited to:

· Arranging with a vendor for the purchase and delivery of the lunch for all teachers and staff at year end;

· Attending monthly PSO meetings to report status and represent issues as needed;
· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
6.

Teacher Birthday Luncheons Committee -

The Teacher Birthday Luncheons Committee Chairperson handles the ordering and delivery of birthday lunches for teachers/full time school staff on a monthly basis (one date each month during September through May), including but not limited to:

· Arranging, prior to the start of the school year, with a local restaurant/deli for a
selection of lunch choices (in recent years, Upper Crust Bakery
has provided our teachers with their choice of 6 sandwiches OR 3 salads,
along with a cookie for $6.95/lunch);
· Obtaining from Mrs. Connell in the school office the list of teacher/staff birthdays indicating which teachers are provided with birthday lunches by the PSO;

· Planning monthly teacher birthday lunches subject to the following:

· Teacher birthday lunches are not planned for Thursdays (hot lunch days);

· August & September birthdays are both celebrated in September;

· July & January birthdays are celebrated in January (1/2 birthday for July 
staff);

· May & June birthdays are both celebrated in May;

· Teachers are offered the option of having their lunch delivered to their
classroom, the front office or the junior high office;


· Purchasing and having available soda and bottled water to be offered to the teachers as choices for beverages;

· Each month:

· Distributing birthday cards and "menus/order forms" listing the sandwich/salad options to staff approximately one week before the date
lunches will be delivered, with a request that completed menus be returned in an envelope to the school office by a specified date (usually within 48 hours of menu distribution);
· Collecting the completed order forms (Mrs. Casino is very helpful in
tracking down any missing order forms);

· Placing the order with the selected vendor the day before the lunches are to be delivered;

· Picking up and delivering lunches and beverages on the designated date each month at 10:45am for any celebrating preschool and kindergarten teachers and at 11:20am for celebrating 1st through 8th grade teachers; 
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
7.        Kris Kringle Committee -

The Kris Kringle Committee Chairperson(s) is responsible for planning and carrying out all activities related to the holding of an annual Kris Kringle shopping event, held during the school day, at which all SJA students are invited to enjoy shopping for nominally priced Christmas gifts for their family and friends.  These responsibilities include, but are not limited to:
· Selecting dates for Craft Nights (after verifying PAR availability with the Parish Office), reserving the PAR with the Parish Office and advising the PSO of the selected dates for inclusion in the school calendar; 

· Obtaining from the SJA Principal the date of the Kris Kringle shop;

· Staffing an information booth at Orientation Day, to:

· Distribute flyers promoting the Kris Kringle shop;

· Recruit volunteers to help with all aspects of the Kris Kringle shop, including gift acquisitions, craft nights, crafting at home, pricing and sorting of gifts, setting up and cleaning up of the sale, and staffing during the sale;

· Making craft items and purchasing gift items to be sold at the shop (using a tax-exempt letter when making all purchases, including craft supplies), and submitting receipts to the PSO Treasurer for reimbursement;

· Pricing and organizing items to be sold at the shop, which includes sorting them into specially marked boxes;
· Setting up, cleaning up, and storing sale items and supplies; 
· Organizing the sale and volunteer staffing (including Jr. High students wishing to earn service hours in exchange for assistance with set-up, clean-up and preparation of envelopes for distribution);
· Corresponding with the SJA office and the PSO regarding sale activities;
· Distributing through the Wednesday envelope (after approval from the SJA Principal) essential information to families about Kris Kringle;

· Operating Kris Kringle consistent with a budget for the event as a non-fundraiser but break-even or better event, and consistent with previously established timelines and procedures already in place (available from the outgoing Kris Kringle Committee Chair);
· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
8.

Pizza Party Committee -

The Chairperson of the Pizza Party Committee is responsible for all aspects of putting on the Fall Pizza Party (typically the last Friday in September from 6-9pm), consistent with the budget established by the PSO for the event, including but not limited to:

· Recruiting volunteers (from among those parents on the volunteer list compiled through orientation) to serve as needed for the event;

· Establishing a theme for the pizza party and creating and/or purchasing decorations consistent with the theme (including table covers);
· Publishing a thematic flyer promoting the pizza party for distribution through the first three Wednesday envelopes of the school year, being sure to request additional volunteers to the extent needed, setting ticket prices, clearly stating that tickets sales will not be available at the door, and stating that students may not attend unless accompanied by an adult;
· Contracting with a caterer (usually Passero’s Pizza) to provide two deliveries of pizza, at 6:30 and at 8:00;
· Purchasing desserts, soda and paper products to be provided with the serving of pizza;
· Arranging for a DJ (typically Bernie Rizzo) to furnish music entertainment during the event;
· Arranging entertainment for younger children to take place in the PAR during the event (optional but helpful);
· Obtaining the petty cash box from the PSO Treasurer if novelty items are to be sold during the event, and arranging for pick-up by the Treasurer at the end of the event;
· Arranging for table and chair rentals (historical information available from PSO VP) to be delivered after school on Friday with pick up first thing Monday morning (before gym classes begin);
· One week prior to the event, turning over all monies and ticket sale information to the PSO Treasurer, in order to obtain from the Treasurer prior to the event a roster identifying families along with their prepaid tickets information, to use at the admissions table the night of the event;

· Setting up for the event, which includes covering the gym floor with plastic (purchasing info available from PSO VP);

· Seeking Sr. Carolyn’s permission for service hours credit to be given to Jr. High students who volunteer to help with laying plastic floor covering down on gym floor, decorations, setting up of tables and chairs, affixing table coverings, taking down of tables and chairs, removal of plastic from gym floor and clean up, and securing written permission of parents for Jr. High students who volunteers;

· Arranging for adult volunteers to handle security at each of 6 different doors/stations in one hour shifts during the event (security to wear special vests furnished by PSO);

· Arranging for adult volunteers to handle admissions and food service during the event;
· Cleaning up after the event;

· Attending monthly PSO meetings to report status and represent issues as needed;

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
9.

Phone Tree Committee – 

The Phone Tree Committee Chairperson is responsible for assuring, to the extent possible, the ability of the school to contact school families and staff in the event of any emergency which would require their prompt notification, including, but not limited to:

· Maintaining a subscription with an automated dialing service vendor (currently NotifyQuick Corp.) so as to be able to promptly notify families and staff of emergencies (related charges may be submitted to the PSO Treasurer for reimbursement);

· Soliciting telephone numbers from staff and families as necessary from time to time to ensure accuracy of their contact information;

· Compiling and maintaining a spreadsheet (currently Excel) identifying current school families and staff by name, along with their corresponding home and alternate daytime emergency telephone numbers;

· Continuously monitoring changes in enrollment and staffing so as to update this information on a regular basis;

· Revising the spreadsheet information and uploading appropriate updates to the vendor as necessary from time to time;

· Furnishing the SJA Principal with a hardcopy of the spreadsheet for office reference, and again from time to time as updates are made;

· Periodically furnishing the school database manager with an electronic copy of the phone tree spreadsheet, to assist in resolving any disparities between the school database and the information collected during the compilation of the phone tree;

· Being available, to the extent possible, to assist the SJA Principal in the activation of the phone tree as emergencies arise;

· Providing the SJA Principal with a call report shortly after any activation of the phone tree;

· Periodically revising any of these procedures should experience suggest such changes would improve the phone tree or database management; 
· Attending monthly PSO meetings to report status and represent issues as needed;
· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
10.

Uniform Resale Committee -

The Uniform Resale Committee Chairperson is responsible for preparing for the used uniform sale that is held two times during the school year (typically in August and in January), including, but not limited to:

· Coordinating with the PSO and the school calendar for August and January dates for the uniform sale, and clearing these dates with the church office to ensure that the PAR is available;
· Emptying the uniform donations bin (located just outside the school office) every two weeks, organizing volunteers to assist in washing the donated uniforms, and storing clean uniforms in the school’s “dark” room;
· Notifying the SJA and St. Margaret Mary church offices three weeks prior to each sale so that announcements can be placed in church bulletins and/or made during Masses the week prior to the sale; 
· Submitting a work request, early in the week of the sale, for maintenance men to move the uniforms to the PAR;

· Arranging for 6-8 volunteers to help with set-up and staffing of the sale;

· Picking up a set of school/PAR keys from the church office in advance of set-up for the sale;

· Two hours prior to the two-hour sale, setting up the PAR with the uniforms displayed so that patrons can easily shop;

·  Promptly turning in all monies collected to the PSO Treasurer;

· Attending monthly PSO meetings to report status and represent issues as needed;
· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
11.
Directory Committee -

The chairperson of the Directory Committee is responsible for gathering the information to be contained in the school directory and having the printed directory available for distribution in the fall, including, but not limited to:

· Obtaining completed Directory forms from the Orientation packet and updating the database with the revised information;

· Obtaining new family information from the school office and adding them to the database;

· Attending Orientation to allow families to enter information in the database and check for accuracy;

· Checking with the school office to obtain class lists and teacher emails for inclusion in the directory;

· Obtaining a list of PSO Board positions and School Board positions from the PSO Secretary;

· Working with a printer (currently Arbor Printing) to produce a directory book;

· Distributing the directory to current school families and staff in the fall;

· Attending monthly PSO meetings to report status and represent issues as needed;
· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
12.

Calendar Committee -

The chairperson of the Calendar Committee is responsible for gathering the information to be contained in the PSO calendar and having the printed calendar available for distribution at Orientation, including, but not limited to:

· Transferring all of the information contained in the calendar established in the spring by the school office for the subsequent school year;

· Contacting the PSO President for PSO and School Board meeting dates, Pizza Party dates, and Police/8th Grade basketball dates to be included in the calendar;

· Verifying that these dates have been cleared with the school office, the Parish Center, and the Athletic Association;

· Contacting various PSO Committee heads (Mentoring, Hot Lunch, Gift Wrap, $crip, Uniform Resale, Auction, and Golf Outing) for dates relevant to their committees to be included in the calendar;

· Contacting admissions officers at area high schools (usually Benet, St. Francis, Montini, and Marmion) for open house and entrance exam dates to be included in the calendar;

· Contacting the Lisle In-Touch Commission for Red Ribbon Week dates (usually the last week in October) to be included in the calendar;
· Coordinating the date for Robert Crowne with the responsible 5th grade parent for inclusion in the calendar;

· Contacting the Religious Education departments of St. Joan of Arc and St. Margaret Mary for sacrament and preparation dates to be included in the calendar;

· Contacting the school office for New Family Registration dates to be included in the calendar;

· Contacting Youth Ministry at St. Joan of Arc for the Lunch with Santa date to be included in the calendar;

· Attending monthly PSO meetings to report status and represent issues as needed;
· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
13.
 Band Liaison - 
The Band Liaison is responsible for facilitating open communication between the hired Band program, the SJA administration, and the Band members’ families.  This role may be modified at the discretion of the liaison, but the following activities are recommended:

· Organize a Band Table for Orientation Day at the beginning of each school year (to be staffed by the Band Director if possible).  Flyers should be available there (or on 4th grade students’ desks) indicating the program description, instrument selection process, sign-up dates, lesson days for each level, band fees, etc.;
· Work with the Band Director to distribute information to all band parents regarding upcoming events, such as school band chair seating, concerts, solos, outside activities, etc.;
· Refer parental issues concerning the Band Program for timely resolution;
· Work with the Band Director and the SJA administration to get optimal schedules of full Band and instrument sectionals, based on the school calendar, in order to minimize missed lessons;
· Work with the classroom teachers to enhance and formalize the concept of “Band Buddies” in order for Band students to reasonably make up class work that occurs during Band time;
· Publicize Band concerts to the SJA community (with the possible option of concerts being presented to the school student body);
· Arrange for snacks, beverages, and serving products to be available at after-hours Band concerts (may work with the PSO Hospitality Committee);
· Review all Band program expectations with the Band Director and the SJA administration, including adequate availability of CD accompaniments for solo contests, lesson materials, progress reports for band members’ families from the Band Director, etc.;
· Provide recognition of Band achievements to the school, such as solo awards;
· Arrange for Band social activities, such as ice cream social, picnic, etc.;
· Consider Band as a summer option aligned with SJA summer school;
· Hold a review on a yearly basis between the liaison, administration, and Band Director to ensure the hired band program meets the needs of all participants;
· Get parental involvement in the band program as needed;
· Attend monthly PSO meetings to report status and represent issues as needed; 

· And such other responsibilities as shall be requested by the SJA Principal or PSO President from time to time.
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