CLASS REPRESENTATIVE 
(BOARD POSITION)
A Class Representative acts as a liaison between her or his class and the Executive Board.  She or he is a voting member of the Board.

A Class Rep:

1. Attends monthly board meetings and brings complaints, suggestions, and questions from members of her group.

2. Meets with the Presidents and the Teacher in August to determine orientation procedures.  Each Class Rep will orient her own class.

3. Orients new members during the school year by meeting with the new parents prior to their first work day. 

4. Is responsible for organizing and conducting the business portion of the small group meetings; the teachers and other committee members (fundraising, field trip etc.) are responsible for the remainder of the meeting.  The Rep should take notes and either post the minutes or call absent members to inform them of meeting contents.  

5. Keeps the atmosphere relaxed and friendly at small group meetings and throughout the school year.  Plans outings with parents monthly just to get to know each other.  Also plans play dates for children and parents before and during the school year.
6. Helps class members or finds assistance for class members to work out individual problems that may arise.

7. May be asked to assist teachers at the Open Houses. 

8. May post relevant information (upcoming events, special days to remember etc.)

9. Will attend the Open Houses if necessary.

10. Should write and email pertinent information concerning the class to all the other parents in the class.  May need to also write an update for an entry in Drumbeats or on the Website at specified times during the school year.  Any group meeting announcement should be communicated to all the parents in the class along with meeting date, location, and time.

11. Make sure members meet tuition payment deadlines and realize class meeting requirements.  

12. Set up the class schedule for the entire year (done twice a year), including coordinating the work schedule and snack schedule to plan for children’s birthdays and informing class members of holiday party snack requirements (list provided by teachers.)

13. Make up and emergency work list and telephoning members of the class to let them know of any emergency school closings.

14. Write announcements for their class for the school newsletter (i.e. Drumbeats).  The class reps. are also responsible for planning various play dates outside of class time throughout the school year.  They also coordinate the classroom teacher’s Christmas and end-of-the-year gifts.

15. Is responsible for informing her class of their membership obligations, including meeting attendance.    In accordance with the by laws, members may miss one meeting.  If more than one is missed, it is appropriate to send a notification form.
16. Is responsible for determining attendees and collecting money for all field trips.  Post on your class board field trip sign ups 2 weeks prior to field trip.
17. Should poll her class for ideas and for the amount to be spent on a Christmas gift and year end gift for the class teacher.

18. May be asked to perform any other duties as needed, such as sending cards for births, illnesses, etc. for the class.  
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June

· Attend Board meeting.
August

· Attend Board meeting.
· Meet with Presidents and Teacher to obtain orientation information.
· Receive class list from the Membership Chair. 
· Start calling class members about Open House and Orientation.
1. The day of the Open House, ½ of the class comes the first 45 minutes and the other ½ comes the second 45 minutes.
2. Orientation – tell date, location, and time. 
· Try to set up a play date or two for the class to get acquainted before school begins.
September
· Assist at the Open House.
· Set up the class schedule for the entire year (done twice a year), including coordinating the work schedule and snack schedule to plan for children’s birthdays and informing class members of holiday party snack requirements (list provided by teachers.)

· Conduct the Group Rep’s portion of the Large Group meeting (discuss field trip fee).
· Call any new members who did not attend Large Group meeting.  Arrange for Orientation at a later date.  Be sure to add their names to the schedule.
*** Remind parents who have missed Small or Large group meetings that they need to attend a Board Meeting to make them up.
· Attend Board meeting.
· Find out when the teacher’s birthday is so you can do something special in class.
October

· Post notice and send email reminding class members of the Small Group meeting on the class bulletin board.
· Attend Small Group meeting.  Conduct Group Rep’s portion of the meeting.  Pass around the attendance sheet, discuss tuition due, auction, class projects, etc.

· Attend Board meeting.  

November

· Attend Board meeting.

December

· Check with Membership Chair about what date applications for the following year are due.
· Poll class for Holiday gift ideas for the teacher.

· No Board meeting in December. (usually)
January

· Post notice reminding class members of the Small Group meeting in February on the class bulletin board.
· Attend Board meeting.
February

· Attend Small Group meeting.  Conduct Group Rep’s portion of the meeting.  Pass around attendance sheet.
· Attend Board meeting.
· Submit possible candidates to existing Board for the following year’s Board.
March

· Assist the with the Spring Open House.
· Attend Board meeting.
· Prepare Annual Report and updated job description and give them to the Vice President.
April

· Poll the class for end-of-year gift ideas for the teacher.

· Attend Board meeting.

May

· Attend Board meeting.
June

· Purchase class end-of-year gift to give to the teacher at the class picnic.
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