PARENT COUNCIL TOOL KIT - ROLES AND RESPONSIBILITIES

 Volunteer Coordinator
Your leadership role will include:

· Promoting parent engagement
· Soliciting volunteers for all council (events, workshops, fundraisers) and school opportunities (library, classroom)
· Acting as a liaison between the school, parent council and parents regarding all volunteer opportunities
· Working closely with council leaders and school administrators
· Working with teachers to include student volunteers


For success you should:

· Create a welcoming climate for a diverse and inclusive group of volunteers and leaders
· Focus on communication 
· Recruit, manage, motivate and retain volunteers
· Establish and maintain good working relationships with others
· Offer a variety of parent opportunities 
· Attend meetings 
· Offer a smooth transition to the next leadership team 




To begin you should:

· Meet with the chair to understand council activities and events scheduled for the school year.  
· Review materials passed down from the previous coordinators and get up to speed on what has happened in the past and what is expected of you.
· Be sure to share clear concise roles (including a job description or checklist and the number of hours needed to fulfill each commitment), when possible.  Share this information often (volunteer form, back to school essentials packet, school bulletin board flyers, newsletter, website, group email and reminders as events occur throughout the year.)
· Talk to parents as they will be more likely to sign-up if they feel informed and comfortable about what they are being asked to do.  
· Have face to face conversations. These usually get the most response.  
· Attend as many events to share volunteer information directly with parents is often most beneficial.  
· Casual conversations with parents during drop off and pick up or other times are also helpful when recruiting new volunteers.
· Read your parent council constitution/bylaws.  
· Attend council and planning meetings to understand up-coming events and needs regarding volunteers.
Monthly Check List  

*All communication going to school families (or posted to website) to be pre-approved by school principal before distribution/publishing.
As the volunteer coordinator, your best asset is communication. Multiplatform and redundancy is key.   
September
· Send out volunteer forms for school and council in back to school parent council essentials packet
· Post forms on-line and send out via group email
· Collect forms as they come in at the front office in school council mail box
· Contact potential volunteers to discuss roles and volunteer opportunities
· Create a volunteer list or data base to share with council leaders and school teachers/administrators
· Order T-shirts and/or create name tags necessary for new volunteers for events
· Attend welcome events to represent council 
· Attend events to oversee the volunteer table (hand out name tag, t-shirts and help with orientation)
· Send out volunteer forms this month or per event as necessary throughout the year
· Submit help wanted article for council newsletter 
· Submit volunteer thank you articles as necessary throughout the year
October – June 
· Support the council leaders by matching volunteers with needs for each event
· Create name tags for each volunteer at each event
· Remind volunteers to wear their council or volunteer t-shirts at every event
· In collaboration, with council coordinator or event leaders send out reminder emails to confirm commitments and explain roles and duties for volunteers for each event
Possible/Typical events and leaders:
· Fall 
· Welcome Event - (Hospitality Coordinator)
· Back to School Open House and BBQ (All Council Members)
· Set up volunteer booth invite council members to help attract possible committee members and new volunteers
· Fall Fundraiser (Fundraising Coordinator /Treasurer)
· Family Fun Night or Parent Session (Program/Event Coordinator)
· Book Fair (Book Fair Coordinator)
· Winter 
· Cultural Arts Event - International Night (Program/Event Coordinator)
· Community Building Event - Family Fun Night (Program/Event Coordinator)
· Parent Workshop (Hospitality Coordinator)
· Spring
· [bookmark: _GoBack]Community Building Event - Family Fun Night/Cultural Arts Event (Program/Event Coordinator)
· Spring Fundraiser (Fundraising Coordinator /Treasurer)
· Kindergarten Orientation (Chair/Volunteer Coordinator)
· Teacher Appreciation (Teacher/Staff Appreciation Coordinator)
June
· Support principal with volunteer appreciation event (share the list of volunteer names for invitations)
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