PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES

 HOSPITALITY COORDINATORFor success you should:

· Create a welcoming climate 
· Organize: plan and set priorities
· Plan engaging, inclusive events 
· Maintain a working budget
· Communicate needs to the Volunteer Coordinator
· Delegate volunteer responsibilities 



Your leadership role will include:

· Organizing a welcome breakfast for newcomers and Jr. K parents on the first day of school.
· Organizing refreshments and council representation at parent workshops 
· Supporting program/event coordinator in organizing exceptional learner family fun event/activities
· 



To begin you should:

· Discuss events with your council chair, principal and vice-principal to see what the expectation is for event planning at your school 
· Discuss past event successes and potential improvements with the previous council leaders. 
· Review any and all resources provided by your council chair and/or former coordinator to ensure you understand your role.
· Keep council informed of your working budget at Council Meetings each month
· Read your parent council constitution/bylaws. 
Check List  
*All communication going to school families to be pre-approved by school principal before distribution.
September/per event
· Organize Welcome Breakfast on the first day of school
· Work closely with the volunteer coordinator to solicit council members to help at the event
· Delegate roles and duties to event committee members which may include:
· Purchasing supplies (food, water, napkins, plates etc.)
· Set-up or clean-up
· Creating any signs or displays required to run the event
· Locating resources needed to run the event (decorations and materials)
· Create or order and copy invitations or flyers to advertise 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.
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· Submit article or flyer to council newsletter
· Distributing flyers (Welcome event invites are sent out in kindergarten summer mail out.  Principal/VP will help give to specific families for exceptional learners.)
· 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 
· 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
· Submit all expenses to treasurer using the cheque requisition form 
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