PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES

 Vice - ChairFor success you should:

· Support the chair to run effective meetings
· Advocate on behalf of students and parents
· Organize: plan and set priorities
· Over-see programs/events and hospitality programs
· Attend planning meetings and stay informed about council activities 
· Manage the budget with coordinators 
· 

Your leadership role will include:

· Supporting the council chair

· Presiding over meetings in the absence of chair

·  Program Supervision 



To begin you should:
· Meet with the chair to establish planning and communication habits for the year.
· Meet with the coordinators to establish planning dates or meetings
· Meet with the outgoing vice-chair and/or members to gather information.  
· Review materials passed down from previous leaders.
· Sign up for school board email account.
· Ask if any training, organized by the PIC (Parent Involvement Committee) or LDSB is scheduled 
· Read your school council constitution/bylaws. 
· Attend planning meetings to set goals and plan events for the year.
· Insurance – with the chair and administrators decide if you school council needs additional insurance
Monthly Check List  
*All communication going to school families (or posted to website) to be pre-approved by school principal before distribution/publishing.
September
· First Day of school – attend new and kindergarten family welcome event 
· Attend Back to School Open House and BBQ Night – support chair and volunteer coordinator 
· Communication 
· Hospitality – Initiate and support committee coordinator to organize Welcome Breakfast
· Teacher Appreciation – Initiate and support committee coordinator to First day of school – welcome back gesture
· Program/Events – Support committee coordinator to prepare proposed event plan for approval at the first meeting  
· Attend Fall Training – LDSB/Parent Involvement Committee (PIC) – notification to come from LDSB/principal
[bookmark: _GoBack]Ongoing
· Over-see programs and events as per plan and budget set by coordinator/committee
· Over-see hospitality coordinator/committee plans and efforts to support the school and council (as necessary) when offering parent sessions and workshops
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