
 
 

VOLUNTEER POSITIONS: WHAT CAN I DO? 
 
Parent Name: _________________________ Child Name: _____________________ 
 

My School Alumni (please circle one):  Y     N  
 

If yes, how many years has your child (or previous children) been at My School: _____ 
 
Participation is the cornerstone of quality experiences that a cooperative provides for 
children and parents.  Without your involvement, our cooperative would be just another 
school.  It is this special commitment by you that will make the difference in your child's 
first school experience.  
 
There are many ways in which you can participate.  At our June General Meeting new 
and returning members will be invited to volunteer to become members of the new Board 
of Directors (Board), or to take on a non-board position, as listed below.  The person 
volunteering for the positions below does not have to be the same person doing the duty 
days. 
 
Below is a brief description of the Board, non-board and committee positions that make 
up our school. Please consider, and indicate below, if you may be interested in a 
Board or non-Board position OR which committee could be a fit for you.  This does 
not bind you to any position, but simply allows coordinators to estimate how many 
members may be interested in each position or committee.   If you have questions about 
any of the roles, contact our president Michelle Stewart at 
exec@myschoolcooperative.org. 
 
At the June General meeting we will be voting on the Board and non-board positions 
only.  Other members will be placed in committees and will be informed of their 
committee placement in August. We cannot place everyone in the position/committee of 
his or her choice. The Programming and Social Committees are divided equally. 
 
Please indicate your interest in the following Board and non-board roles with an X.  
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Board Positions  
The Board meets on an average every 6 weeks.  
 

Interest? Role Description 

 President The President coordinates the activities of the members of the 
board and oversees the general day-to-day operation of the nursery 
school.  Co-signs all cheques for the school with the treasurer. 
She/he prepares the agenda for General and Board meetings. 
She/he also acts as a liaison with the principal of St. Vincent de Paul 
and with other community groups or agencies.  

 Vice-President 

 

The Vice-President acts as a liaison between teachers and 
members and between teachers and the Board.  She/he directs 
members' concerns to the appropriate Committee Chair.  The 
Vice-President heads the hiring committee when necessary.  She/he 
assumes the responsibilities of the President at Board and/or 
General Meetings when the President is unavailable. She/he is 
responsible for ensuring the compliance of the My School Privacy 
Policy. 

 Treasurer The Treasurer is responsible for keeping the financial records, 
reimbursing receipts, keeping all invoices and preparing mid-year 
and year-end financial statements.  She/he prepares all legislative 
returns and the budget for My School.  She/he liaisons with the 
bookkeeper (a professional outside position). 

 Secretary The Secretary holds and maintains the files, records minutes at 
meetings, types correspondence, is responsible for preparing and 
distributing the newsletter (5 per year) and records any changes to 
the By-laws and the Handbook. 

 Programming 
chairperson (can 
be co-chaired) 

The Chair of the Programming Committee is responsible for 
assisting the teachers in developing and delivering their program. 
She/he chairs the committee responsible for craft materials and 
ensures committee members are reminded of their assigned 
responsibilities.  

 Membership 
chairperson (can 
be co-chaired) 

The Chair of the Membership Committee is responsible for 
monitoring and maintaining membership to a full complement. 
She/he acts as registrar, files and organizes all applications and 
necessary paperwork and requested lists. Good computer skills and 
knowledge of Excel would be an asset. 

 Special 
Events/Social 
chairperson (can 
be co-chaired) 

The Chair of the Special Events/Social Committee is responsible for 
organizing social and community building events and some 
fundraising.  She/he chairs the committee, which actively 
participates in organizing and assisting with these events.  



 
 



NON-BOARD POSITIONS  
Evening committee meetings are not required for these positions. 
 

Interest? Role Description 

 Financial Recorder The financial recorder tracks, 
records and deposits all 
membership fees and 
monthly fees. 

 Duty Roster  The duty roster role is 
responsible for creating a 
monthly duty roster, printing 
copies to post in the school 
and distributing to each 
member 10 to 14 days before 
the beginning of each month, 
and for organizing and 
distributing the clean-up 
schedule.  Knowledge of 
Excel would be an asset. 

 Webmaster/ Information 
Officer 

The Webmaster/Information 
Officer is responsible for 
updating and maintaining all 
contact lists, forms and 
letters, etc. in the member’s 
section of the website. 
She/he will maintain the 
website, and maintain 
domain registration, and will 
be required to attend 1 or 2 
Board meetings. In 
September she/he will ensure 
all the Board members and 
the general membership are 
comfortable with how to 
access information from the 
website. She/he is 
responsible for ensuring the 
compliance of the My School 
Privacy Policy. 

 Clean up night Coordinator  The clean-up night 
coordinator is responsible for 
coordinating and supervising 
six clean up nights per year 
She/he is also responsible for 



fixing broken equipment or 
arranging for it to be fixed. 

 Emergency Parent Emergency parents are to be 
available on any of your 
child's school days on an 
on-call basis.  This means 
you will check each day 
before leaving to see if all the 
duty parents have shown up. 
If a scheduled duty parent 
has a last minute emergency 
(i.e. the parent or the child 
wakes up sick) and cannot 
do their duty day, they may 
call you to fill in and then owe 
you a duty day.  The ideal 
candidate for this position 
does not work or have 
commitments during their 
child's school time and would 
not mind staying for the day 
on short notice or no notice 
at all.  If you are an 
emergency parent, you are 
not required to sit on a 
committee; therefore there is 
no evening work.  

 
 



COMMITTEES - Please indicate with a “1” or “2” for your first and second choice. 
 

Interest? Role Description 

 Membership 
Committee  

The Membership Committee is responsible for orienting any 
members who join after the September start, preparing 
Registration forms for the upcoming year and assisting the Chair 
where necessary 

 Programming 
Committee  

The Programming Committee has around 10 members. The 
workload is distributed to the committee at 2 evening meetings. 
We need a good photographer in this committee and someone 
with the computer skills to create our end of the year Graduation 
Certificates 

 Special 
Events/Social 
Committee 

The Special Events/Social Committee with around 10 members 
works well when there are members with a variety of skills. 
Organization, computer or graphic design skills would be an 
asset.  There are a few evening meetings leading up to the 2 or 3 
events hold each year. Traditionally, we have a Family Halloween 
get-together, a Spring Fling and perhaps another child-focused 
event in between. This is a great committee for parents working 
during the day to have the opportunity to meet other parents in 
the neighbourhood. 

 
 
 
 
 
 
 
 


