
ST. JOSEPH CATHOLIC SCHOOL
PARENT SUPPORT GROUP

Executive Roles and Responsibilities
(updated: Jan2023)

President: It is the duty of the President to preside at all meetings of the PSG, and to be
familiar with all the works of the organization:
- The week prior to the monthly PSG meeting, request agenda report items from the PSG
Executive Coordinators
- Review & finalize above received report items for the monthly meeting agenda with the help of
School Administration/PSG Secretary prior to the monthly meeting
- Preside over (open/run/adjourn) the monthly PSG meeting:
1. Motion to approve previous month’s meeting minutes. Once approved, ensure that approved
meeting minutes get uploaded onto the school website. A paper copy should be printed and
put in the President’s binder & an electronic copy saved in shared PSG G-drive
2. Present all new communications and correspondence during the meeting
3. Maintain order and decorum throughout the meeting
4. Receive and submit all motions made by the members, as per the approved agenda; to put
all questions to vote and to announce the results (The President does not vote, except by ballot
in the case of a tie)

Additional tasks include, but are not limited to:
- Setting monthly meeting dates/times, and ensuring these meetings are posted to the school
website calendar
- Organizing annual Shrove Tuesday pancake breakfast for all students/staff
- Enrolling oneself as a signing authority on the PSG’s two bank accounts, and making oneself
available to sign cheques and deposit monies when required
- Run annual executive elections each June as part of year-end meeting

Vice-President: It is the duty of the Vice-President in the absence of the President to
preside over the PSG monthly meetings. The Vice-President should be familiar with all the
works of the organization.

Additional tasks include, but are not limited to:
- Apply for and oversee the PSG’s annual COBSS bursary (with aid from the President)
- Assist the President in all aspects whenever necessary
- Coordinate the annual Christmas Bake Sale
- Oversee the organization and inventory of the PSG storage closet and Colt’s Cafe



Secretary: It is the duty of the Secretary to keep an accurate record of all business
conducted at the PSG monthly meetings:
- Attend the pre-meeting with School Administration/PSG President to finalize the meeting
agenda
- Print off the agenda for the PSG monthly meetings
- Document attendance and compose minutes during PSG monthly meetings
- Subsequently edit and email meeting minutes to School Administration/PSG President for
final edit
- Print off copies for the next meeting, so minutes can be approved by the whole executive

Additional tasks include, but are not limited to:
- Oversee the PSG gmail account:
1. Read parent emails that come in. Answer these emails, or forward them on to alternate PSG
executive(s) who can answer the question
2. Track e-Transfers that come in, and coordinate with the Treasurer/Fundraising
Coordinator/etc. to make sure that all e-Transfer payments are accounted for and allocated
correctly
- Enrolling oneself as a signing authority on the PSG’s two bank accounts, and making oneself
available to sign cheques and deposit monies when required

Treasurer/Gaming: It is the duty of the Treasurer to receive all monies of the PSG and
to deposit said monies to the account(s) of the PSG in a chartered bank or credit union:
- Enrolling oneself as a signing authority on the PSG’s two bank accounts, and making oneself
available to sign cheques and deposit monies when required
- Keep an accurate record of all receipts and expenditures, pay all bills and accounts
authorized by the PSG, by cheque (including Hot Lunch vendor cheques)
- The President, Secretary or Treasurer shall sign all cheques (two of three needed)
- Apply for the Gaming Grant before June 30th of each year and submit the Gaming Report by
September 30th of each year
- Prepare an annual year-end summary report for review at June’s monthly meeting
- Assist the Fundraising Coordinator with use of the Raffle Licence and required applications
when needed

Hospitality Coordinator(s): It is the duty of the Hospitality Coordinator(s) to provide
refreshments at the following events with the utilization of parent donations and Colt’s kitchen
whenever possible:
- PSG meetings (including December and June Socials - after monthly meeting)
- September “Welcome Tea” Social for new/seasoned parents (usually second week of school)
- Coffee Socials (at your discretion)
- Staff Breakfast (September)
- Staff Lunch (December and June)
- Gift cards/thank you cards for retiring school staff/PSG members
- Coordinating emails to welcome new families to the school (late August for kindergarten/other
September starts, and throughout the school year when required)



Social Events Coordinator(s): It is the duty of the Social Events Coordinator(s) to
organize any special events, with the aid of parent volunteers whenever necessary.
Such Social Events may include:
- Family dinner/dances (Halloween, Valentine’s Day, St. Patrick’s Day)
- Family Fun Fair (May or June)

Fundraising Coordinator(s): It is the duty of the Fundraising Coordinator(s) to
coordinate all fundraising campaigns, with the aid of parent volunteers whenever necessary.
Such fundraisers may include:
- Christmas Market (Nov)
- Purdy’s and Poinsettia sales (Oct-Dec)
- Read-a-Thon (usually Feb)
- Art Cards by Kids (Sep-Dec, with Christmas theme)
- Used Uniform Sales/Inventory
- Use of RAFFLE LICENCE (would require a team of minimum 6-10 volunteers)
- Online/silent auctions

School Council Liaison: It is the duty of the School Council Liaison to act as an
intermediary between the CISND School Council and the St. Joseph’s PSG. Should the
representative not be able to attend a School Council meeting, they must find a replacement to
attend the meeting.

Public Relations Liaison: It is the duty of the Public Relations Liaison to relay
information from the PSG to our school community, the church communities (West Kelowna
through to Lake Country), local Catholic school communities (Our Lady Of Lourdes &
Immaculata), and the community at large.

Tasks include but are not limited to:
1. Biweekly/weekly school newsletter: email the PSG executive members on the Friday before a
newsletter, asking for content that needs to be included in the next school newsletter. The PSG
executives are expected to relay any newsletter information to the PR Liaison by the following
Monday. From there, all content must be properly formatted by the PR Liaison and sent to the
office prior to the pre-appointed deadline (usually Wednesday afternoon).
2. Relaying the above newsletter information to parties in charge of school
FaceBook/Instagram account/school calendar, as well as emailing all teachers asking them to
plug info in agendas/emails to parents/other teacher/parent communication.
3. OLOL/Immaculata: Certain fundraisers/events should also be advertised in sister school
newsletters.
4. Church Bulletins: Certain fundraisers/events should also be advertised in all church bulletins
to encourage support from parishioners no longer directly affiliated with the school.
5. Utilizing PSG sandwich board for advertising events.
6. Utilizing the Foyer bulletin board outside the office.



Colt’s Cafe Coordinator(s): It is the duty of the Colt’s Cafe Coordinator(s) to
facilitate the Hot Lunch program for students/staff in setting up 3 terms/schedules
(Sep-Dec/Jan-Mar/Apr-Jun) of Hot Lunch in the system, prior to school semester starts.

Tasks include, but are not limited to:
- Selecting Hot Lunch vendors and finalizing menu items
- Inputting vendors/menu items into the hot lunch system
- Setting dates for the opening/closing of the Hot Lunch ordering window each term
- Communicate with PR Liaison to advertise Hot Lunch ordering windows on ALL social
platforms (school newsletter, school calendar, individual ‘special’ instructions email to parents,
FaceBook/Instagram, teacher communication to parents)
- Emailing all vendors the “supplier orders”
- Print off daily classroom order sheets and put in binder located in Colt’s Kitchen
- Inform Volunteer coordinator, so they can finalize the volunteer schedule for Hot Lunch
distribution
- Inform the Treasurer once orders have been finalized, so that vendor cheques can be
written/signed for the term
- Note/oversee any issues that arise with vendors throughout the term, and make necessary
vendor/menu changes as needed
- After each term’s ordering is closed/final, retrieve profit (Net) amount from Grade 7 Pizza
Friday Lunches and ask the Treasurer to cut a cheque to the school for the appropriate amount
raised

Volunteer Coordinator(s): It is the duty of the Volunteer Coordinator(s) to work
alongside all other PSG executives in places where parent volunteers are required.

Tasks include, but are not limited to:
- Communicate with the office regarding volunteer sheets that are submitted with registration
- Coordinate/train/manage Hot Lunch volunteers for food distribution
- Formulate online volunteer sign-up sheets for ongoing fundraisers, hospitably events, social
events, etc. whenever required by another PSG executive, and email sign-up link to PR Liaison
to be included in school newsletters/advertising of the event.

Meetings:
The Parent Support Group will hold regular monthly meetings.These meetings will be
convened as determined by the President and the school Principal. Special and extraordinary
meetings may be called as the circumstances demand. PSG Executives are expected
whenever possible to attend monthly meetings.

Parent Participation Hours:
: 20 hours per school year are required to receive your refund.
: Holding a PSG Executive position accounts for your 20 parent participation hours.
: Attending a PSG meeting as a parent accounts for 1 parent participation hour.
: Volunteering as a parent in any capacity (cooking, donating time/goods) counts towards your
parent participation hours. *Be sure to have your Parent Participation sheet signed by the
coordinating PSG Executive.


