PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES

 TEACHER APPRECIATION COORDINATORFor success you should:

· Create a welcoming climate for teachers, staff and administrators at events
· Organize: plan and set priorities
· Maintain a working budget
· Communicate needs to Volunteer Coordinator


Your leadership role will include:

· Organizing appreciation events and gestures of thanks throughout the year for teachers, staff and administrators. 
· Organizing, decorating and refreshments 
· Delegating volunteer responsibilities 




To begin you should:

· Discuss appreciation events with your council chair, to see what the expectation and budget is for the year 
· Review any and all resources provided by your council chair and/or previous event coordinator to ensure you understand your role.
· Discuss past event successes and potential improvements with the previous council leaders
· Encourage committee members to join your team
· Plan and delegate specific roles to individuals on your event committee
· Read your council constitution/bylaws
Check List
September-June
· Organize welcome back gesture on the first day of school, gesture of thanks throughout the year and the main event in May/June
· Delegating roles and duties to event committee which may include:
· Purchasing supplies (food, water, napkins, plates etc.)
· Work closely with the volunteer coordinator to solicit council members to help at the event
· Share detailed information that is required to recruit volunteers for each event and volunteer role (amount of time, starting time, duties). The more specific the better.
· Creating any invitations, signs or displays 
· Locating resources needed to run the event (decorations, food and materials)
· Purchase these items and submit receipts to Treasurer using a cheque requisition form
· Inform custodial staff at the school in advance of the event and office admin once event is set up and ready
· Facilitate setup before the event
· Facilitate take-down after the event 
· Keep council informed of your working budget at council meetings each month
· [bookmark: _GoBack]Attend council meeting and report and up-date council as necessary throughout the year
1

