THE BOARD
· Help determine the strategic direction of My School
· Discusses strategic direction and program changes
· Addresses membership questions
· Ensures the health of the My School budget
· Board positions are exempt from Clean-up Night duty
Executive Roles: meet ~ every 6 weeks during the school year

· President 
· Vice-President 
· Treasurer

· Secretary 
· Membership Chairperson 
Non-Executive Roles: meet 3-4 times during the school year

· Programming Chair
· Social Chair x2 
· Community Liaison 
	Role
	Description
	Time Commitment
	Your Interest

	President 
	· Coordinates the activities of the members of the board 
· Oversees the general day-to-day operation of the nursery school  
· Prepares the agenda and chairs the Board meetings  
· Acts as a liaison with the principal of St. Vincent de Paul and with other community groups or agencies  
	About 10 hours per month during the school year

2-3 hours per month during the summer
	

	Vice-President
	· Manages communication between Parents and Teachers

· Responsible for Teacher Human Resources topics, including performance reviews and developmental feedback

· Supports the President in other administration as required
	5-10 hours per month during the school year

1-2 hours per month during the summer
	

	Treasurer 
	· Responsible for keeping the financial records, reimbursing receipts, keeping all invoices and preparing mid-year and year-end financial statements  
· Prepares all legislative returns and the budget for My School
· Liaisons with the bookkeeper (a professional outside position)

· Financial training an asset but not necessary
	5-10 hours per month during the school year

5 hours per month during the summer
	

	Secretary 
	· Holds and maintains the files, records minutes at meetings, types correspondence
· Responsible for preparing and distributing the newsletter (5 per year) 
· Records any changes to the by-laws and the Handbook.
	4-5 hours per month during the school year

1-2 hours per month during the summer
	

	Community Liaison 
	· Develops and maintains online platform to interact with My School community

· Works with board to implement other community building ideas

· Works with Membership Chair to ensure marketing for new families for next school year
	3-4 hour per month during the school year (may be more in Dec / Jan as we prepare for registration)
	


INDIVIDUAL CONTRIBUTORS POSITIONS
· Help My School run smoothly!
· Various roles that keep My School up and running

· Committee meetings are not required, so these positions are ideal for people who need flexibility or have more availability during the day
· Evening meetings are not required

· Emergency Parents are exempt from Clean-up Night Duty
ROLES

· Duty Roster

· Webmaster / Information Officer

· Clean-up night Coordinator

· Emergency Parents (2 per program)

	Role
	Description
	Time Commitment
	Your Interest

	Duty Roster 
	· Creates a monthly duty roster, prints copies to post in the school and distributes to each member 10 to 14 days before the beginning of each month

· Great for individual comfortable with Excel
	3-4 hours per month during the school year

0 hours during the summer
	

	Webmaster/ Information Officer
	· Updates and maintains all contact lists, forms and letters, etc. in the member’s section of the website
· Maintains the website and domain registration
· Attend 1 or 2 Board meetings
· Ensure all the Board members and the general membership are comfortable with how to access info from the website
· Familiarity with web design and Google Docs an asset
	1-2 hours per month during the school year

3-4 hours during the summer to do set-up for the new membership
	

	Clean up night Coordinator 
	· Coordinates and supervises six clean up nights per year

· Fixes broken equipment or arranges for it to be fixed

· Perfect for an organized handyman/woman!
	2-3 hours per month during the school year

1-2 hours to do set-up work in the summer
	

	Emergency Parent
(2 per program)
	· Send reminder email to parents scheduled for Duty on the weekend before the week starts

· Be ready to be a Duty Parent on your child’s school day for on-call basis (parent that you are replacing will owe you a duty day) 

· Ideal candidate does not have commitments during their child's school time (ie can stay for the day on short notice or no notice at all).  
	15 mins per week to send reminder email (alternate with co-emergency parent)
Time commitment varies
	


MEMBERSHIP COMMITTEE
· Manage the membership in-flow and out-flow of My School to keep enrolment high and serve the community’s needs

· Few to no evening commitments, so ideal for people who need flexibility

ROLES:

· Membership Chair 
· Membership Committee x2 
	Role
	Description
	Time Commitment
	Your Interest

	Membership Chair
	· Manages all aspects of Membership and registration, including potential member questions about the school, membership sign-up process, ensuring forms are completed and managing class lists

· Responsible for the waitlist and communicating with new families about their status
	10+ hours per month during September, December, January and February; lighter in other months

4-5 hours per month during the summer
	

	Membership Committee x 2 
	· Orients any members who join after the September start

· Prepares Registration forms for the upcoming year 

· Assists the Chair, where necessary
	2-3 hours per month during the school year

0 hours during the summer
	


PROGRAMMING COMMITTEE

· Manage specific activities that make My School’s programming so robust and unique
· Brainstorm new ideas for the classroom

· Time commitments are highly flexible so ideal for people who need flexibility and cannot commit to evening meetings
ROLES:

· Programming Chair
· Photographer (5 day family)
· Graphic designer
· Librarian
· Play-doh maker x2
· Seamstress / costume designer
	Role
	Description
	Time Commitment
	Your Interest

	Programming Chair
	· Chairs the committee responsible for program support activities and ensures committee members are reminded of and carrying out their assigned responsibilities
· Attend non-Executive Board meetings (3-4 per year)
	3-4 hours per month during the school year

1-2 hours per month in the summer for set-up
	

	Photographer 
	· Ideally 5 day family member, or 1 2-day and 1 3-day family

· Takes photographs in the classroom and outdoor playground during duty day or when you have availability

· Upload pictures to 23Snaps photo-sharing site

· Take photographs for end of the year graduation diploma
	Flexible; mostly during duty day and then time to clean up and post the photos 
5-10 hours as preparation for the Graduation in June
	

	Graphic Designer
	· Put together end of the year graduation diplomas

· Assist Social Committee with designing posters 

· Assist Membership Committee with designing Marketing materials for new member advertising
	Flexible

1-2 hours per month
	

	Play-doh maker x 2
	· Provide the class with play-doh weekly, following the famous My School recipe

· School provides reimbursement for supplies
	1-2 hours per week (shared with co-playdoh maker)
	

	Librarian
	 416-857-3693
· Order books from the library every 2 weeks. Take out from library, bring to school, keep track and return. 

· Connect with staff around potential relevant topic areas 
	Flexible: 2-3 hours per month
	

	Seamstress/ Costume Designer
	· Sew outfits as needed

· Keep outfits in good repair.
· Brainstorm new costumes / look for good finds on Facebook / kijiji to enhance our collection
	Flexible: 1-2 hours per month
	


SOCIAL COMMITTEE

· Plan and execute our 2 Social Events in the Year: Family Halloween Party and Adult-focused Spring Fling fundraiser

· Organizes social and community building events and some fundraising

· This is a great committee for parents working during the day to have the opportunity to meet other parents in the neighbourhood

· Organization, computer / graphic design skills is an asset
· 2-3 evening meetings held before the event to plan

· Brainstorm new ideas to build community through social events
ROLES:

· Social Chair 
· Social Committee Member
	Role
	Description
	Time Commitment
	Interest

	Social Committee Chair x 2
	· Sets the vision and goals for the 2 social events

· Leads the Social Committee team to execute the events

· Manages budget and collections for the event


	5-10 hours per month on average, with more time leading up to the 2 events
	

	Social Committee Member
	· Organizes social and community building events and some fundraising
· Plan and execute our amazing social events during the year
	3-4 hours per month on average, with more time leading up to the 2 events

Likely few hours during the summer
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