PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES

Public Relations Coordinator
Your leadership role will include:

· Augmenting communication 
between school, council, families, administrators and the school board

· Creating positive, powerful, effective messages 

· Facilitate communication between the parent community and parent council

For success you should:

· Up-date the council website regularly
· Share information from the LDSB to council and parents
· Manage the council group email, twitter, remind (or other)
· Publish important council materials (agenda, minutes, event flyers etc.)
· Create, edit and publish the monthly newsletter




To begin you should:

· Meet with the chair and principal/VP to establish timelines and expectations for the year
· Sign up for school board email account
· Share information as it is received from LDSB 
· Attend council meetings to keep abreast of all activities and correspondence to be shared
· Create contact lists so you can easily be in touch with council members, administration, school staff, and volunteers
· Familiarize yourself with council members, plans, activities, events, and school staff.
· Ask if any training, organized by the PIC (Parent Involvement Committee) is scheduled 
· Review materials passed down from previous coordinators
· Read your parent council constitution/bylaws
· Establish an understanding of communication platforms already being used at your school (e.g. council group email, survey monkey, facebook, twitter, remind, smore) and request access (passwords etc.) from previous coordinator(s)

Monthly Check List  
September 
*All communication going to school families must be pre-approved by school principal and chair before distribution.
· Up-date council website to include back to school council essentials packet, volunteer forms and event information (Welcome Event)
· First Day of school – attend new and kindergarten family welcome event 
·  Set up Group Email sign up table and help new parents sign-up
· [bookmark: _GoBack]Attend Back to School Open House and BBQ Night – set up group email sign up table and encourage all families to sign up for communication
· Attend Fall Training – Website training and LDSB/Parent Involvement Committee (PIC) – notification to come from chair or LDSB/principal
October – June 
· Up-date council website
· Send out notices and reminders as necessary 
· Send out monthly request for article submission (monthly)
· Organize, edit and publish the council newsletter (monthly)
· Add flyers and announcements etc. to the website as requested by other council leaders
· Share LDSB parent information to families as it is received
· Attend council events to oversee communication sign up table 
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