GENERAL BROCK PAC ROLES

Chair

· contact point between school administration and PAC

· chair monthly PAC meetings

· chair monthly PAC executive meetings

· provide oversight on creation of agenda of meetings

· approve correspondence sent from PAC

· encourage active participation of parents in PAC events

· signatory for PAC accounts

Vice Chair
· take over role of chair as necessary

· attend monthly PAC meetings

· attend monthly PAC executive meetings

· signatory for PAC accounts

· actively encourage participation of parents in PAC events

· be the executive role responsible for overseeing PAC sponsored events, each event then has an event chair but they report back to vice chair

· position that overseas Welcome Back Event, Pumpkin Patch, Multicultural Night, Sports Day

Treasurer
· handle all PAC funds and accounts

· attend monthly PAC meetings

· attend monthly PAC executive meetings

· keep accurate financial records of all money matters related to the PAC

· complete a monthly budget update for all PAC members to see

· complete a yearly budge for the PAC

· be available for writing cheques, with co-signatory, as needed

· apply for the Gaming Grant yearly prior to end of June of each school year

· keep accurate track of all teacher/school related financial requests

· position that overseas parent education

Secretary

· responsible for general correspondence of the PAC and maintaining the PAC email addresses

· attend monthly PAC meetings

· attend monthly PAC executive meetings

· keep accurate and timely minutes of PAC meetings and executive meetings

· disseminate minutes in a manner that allows for PAC membership feedback, adjust as needed

· maintain the PAC email group on Mail Chimp

· send out emails, as needed, to the PAC community about events, volunteer opportunities, and information

· add new PAC members to the email list in a timely manner

· position that overseas correspondence, parent social events

Fundraising
· chair all fundraising related activities 

· plan and implement the direct drive effort with the support of the PAC executive

· plan and implement at least one fundraiser per school year

· position that overseas playground coordinator, garage sale, gift card sales

School/Parent Liaison
· facilitates correspondence between staff and parents

· organizes beginning of year welcome for staff
· organizes December lunch for staff
· organizes February show of appreciation for staff
· facilitates the organization of the staff appreciation lunch with a team of volunteers 
· organizes class parents and emails information to them as needed
Parent Education
· a committee of at least three PAC parents with a minimum of one intermediate rep and one primary rep

· plan and implement at least one parent education night per calendar year

· work with other local PAC groups to coordinate parent education events to reduce expenses

Correspondence

· responsible for sending general PAC correspondence such as thank you cards, get well cards, condolences and so on

Welcome Event

· leader of the welcome back picnic/bbq

· point person for the evening activities

· works with secretary and vice-chair to find volunteers and spread workload

· provides secretary with text for emails related to events and when to send out to PAC group

· organizes and/or delegates to a committee the required tasks related to putting on a welcome event such as food prep, activities at event, set up/take down

Pumpkin Patch
· works with school administration to select a good day for the pumpkin patch

· organizes the donation, delivery, set up of enough pumpkins for all students at Brock to receive one

· works with other volunteers to see the pumpkin patch event start to finish

