CO-PRESIDENT 

(BOARD POSITION)

Job Description:

· Attend monthly Board Meetings.

· Determine agendas for Board meetings.
· Oversee May registration with Membership Chair.
· Contact all people that need to attend (see Annual Report).

· Make and hang registration poster listing what is needed in each room.
· Direct the Vice President to generate and hang a job sign up poster.
· Assure that the Vice President create summer workbee sign up sheets.
· Arrange for PCN spirit wear to be sold at registration. 
· Maintain and distribute school keys.

· Perform ICHAT & Criminal Background Checks after Large Group Meeting in August/September and collect all FIA clearances.  

· Maintain insurance file.

1. In August, confirm up-to-date coverage with the insurance agent.

Schedule and attend a walk-through with the insurance inspector as necessary.

2. Contact insurance agent to report any changes in school which would affect coverage.

3. If any accidents occur, this person is the liaison between the Board and the Insurance agent.  Please note, only students and teachers are covered.  Siblings are not covered at any time.

4. Complete necessary audit paperwork (with assistance from the Treasurer for the payroll information) and any other paperwork requested by the insurance agent.

5. In May, check to compare rates for the following school year and report to Treasurer. 

· Write articles for Drumbeats.
· Attend Registration in February to help Membership Chair as needed.

· Check periodically throughout the school year to make sure all health forms and white CIR cards are still on file in the school.
· Serve as PCN Liaison between the nursery school and the Board of Geneva Presbyterian.  

1. Share information regarding our occupancy or housing needs with the church, as necessary.  

2. Communicate the PCN school policy, PCN Board requests, and decisions in a diplomatic manner as a representative of the school.    

3. Pick up and distribute all Preschool mail throughout the year and during the summer.  This sometimes requires dropping mail off at members’ homes during the summer.  Mail is picked up from, the mailbox at the school, and Geneva Presbyterian three times a week during the school year and summer.

· Maintain Licensure with the State of Michigan

· Check for any changes or updates through the State of Michigan website 

· Maintain Teachers files with all need requirements

· Maintain all files and be prepared for renewal every 2 years Next review 5/2009
· Organize Summer Work Bees (e.g. 3 – 2 indoor, 1 outdoor).
· Give Teacher Liaison box of cards with workbee items or list of workbee tasks; teachers will determine what needs to be done and return the cards or list of tasks to you after school is out.

· Let Housekeeping Chair know they must attend one full workbee and Property and Equipment Chairs must each attend one full workbee (indoor chair – indoor workbee,  outdoor chair – outdoor workbee. 
· Purchase items needed for the workbees (use tax exempt number for purchases) and stay within budget.  Turn in all receipts for repayment. 

· Assign tasks to any families that were unable to participate in work bees.

· Call or e-mail Housekeeping, and School Set-up Chairs and have them set up meetings with their committees the week before school begins to explain jobs.

1. Housekeeping should come in the weekend before school begins to clean the school together as a team and learn where supplies are kept.

2. Supply Committee should come in to have the school stocked and make sure everything is put away the weekend before school begins.

3. Teacher Org. Committee should come in during the week to meet with the teachers and go over the schedule to prepare for the start of school. 

· Assign jobs to families as they add to the school.

· Revise job descriptions in March if any changes are necessary.

