PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES

Program and Event Coordinator
[bookmark: _GoBack]To ensure success you should:

· Ensure all voices and ideas are heard 
· Organize: plan and set priorities
· Lead effective event planning meetings
· Run engaging and inclusive events
· Maintain a working budget
· Communicate needs to the volunteer coordinator
· Offer training and/or support to volunteers
· Build committees dedicated to facilitating event planning

Your leadership role will include:

· Planning and organizing events and activities
· Community partnerships in support of events
· Community outreach in support of events
· Delegating volunteer responsibilities 
· Leading event meetings
· Ensuring inclusiveness during events
· Budgeting for events



To begin you should:
· Discuss mandate with your council chair, principal and vice-principal to see what the expectation is for event planning at your school (e.g. community building, cultural arts)
· Discuss past event successes and potential improvements with the previous council leaders or event coordinator.  
· Review any and all resources provided by your council chair and/or previous event coordinator to ensure you understand your role.
· Ask about training, organized by the PIC (Parent Involvement Committee) and LDSB.  Encourage your committee to attend.
· Build a budget for your events with your committee, chair, treasurer and fundraising coordinator.
· Meet with your volunteer coordinator to create a list of parent volunteers who may be interested in joining your planning committee.
· Host a planning meeting.
· Present an program/event proposal to council and school administration for ideas, collaboration and approval.
· Initiate regular meetings with your committee to ensure that everyone is on pace to run a great event.
· Use an event planner and keep a master list of your budget for each event 
· Insurance – decide if your events will require additional insurance.  (Usually needed for council events/activities, on or off-site when the principal/school staff are not present.)
Monthly Check List  
*All communication going to school families must be pre-approved by school principal before distribution.
September
· Meet with council chair, vice-chair and School Administrators to create an event proposal including cultural arts /community building events, timeline, budget, goals and actions 
· Work closely with the volunteer coordinator to solicit volunteers to help at events
· 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.
October – June/per event
· Delegate roles and duties to event committee which may include:
· Purchasing supplies (food, water, napkins, plates etc.)
· Contacting community partners who may be interested in building or participating in your event
· Communication with specific parent volunteers who will assist with the running of the event
· Creating or sourcing out any signs or displays required to run the event
· Locating resources needed to run the event (decorations and materials)
· Creating and copy flyers to advertise the event 
· Any jobs required of committee members on the night-of to run the event effectively
· Submit article or flyer to PR coordinator for council newsletter, website, twitter, remind etc.
· Create morning announcements to be read by students to advertise the event
· Distribute flyers and other communication to families (via teacher mailboxes)
· Create reminder stickers for the day of the event (to go out to students via classroom teachers)
· Plan on-going meetings/communicating with your committee and volunteers to ensure that timelines are being met
· Discuss event setup with custodial staff at the school in advance of the event 
· Communicate with school council chair and school administration on important deadlines and approvals 
· Communicate with appropriate staff members to engage athletic/student council or any other students who may wish to volunteer at events
· Facilitate setup before the event
· Facilitate take-down after the event 
· Send thank you notes to appropriate partners, staff and volunteers who supported the event
· Attend council meeting and report and up-date council as necessary throughout the year
· Keep council informed of your working budget at monthly council meetings
· Submit all expenses to Treasurer using the cheque requisition form 
June
· Submit event report to chair to be included in the parent council year end report that is submitted to the LDSB and available for viewing by all families at your school
