Spring Knolls Committee Preference Form

As you know, the success of Spring Knolls’ daily operations depends on you! Each family is required to serve on a parent committee, support an administrative role and/or be a member or officer on the Board of Directors. In order determine the best fit for your family next year, please identify the talents, skills and/or work experience that your family can offer, as well as your ranking of committee preferences.

I. Click in the box next to the talents, skills or work experience that applies to your family.

 FORMCHECKBOX 
Accounting/Bookkeeping/Financial Planning

 FORMCHECKBOX 
Education/School Administration


 FORMCHECKBOX 
Administrative Support/Office Management


 FORMCHECKBOX 
Leadership (Non-profit or other)

 FORMCHECKBOX 
Business Management/Strategic Planning

 FORMCHECKBOX 
Legal Expertise


 FORMCHECKBOX 
Creative Arts






 FORMCHECKBOX 
Event Planning




 FORMCHECKBOX 
Database Management





 FORMCHECKBOX 
Information Technology

 FORMCHECKBOX 
Fundraising






 FORMCHECKBOX 
Non-profit Board Experience


 FORMCHECKBOX 
General Contracting/Facilities Management


 FORMCHECKBOX 
Marketing/Communications

 FORMCHECKBOX 
Human Resources





 FORMCHECKBOX 
Website Design/Development

 FORMCHECKBOX 
Other (Specify)     
II. After reviewing the following committee/role descriptions, please indicate your top THREE committees/role selections. If each parent wishes to serve on a different committee (welcomed, but not required!), please write the appropriate name next to each choice. 

Committee/Subcommittee Selections (Please place a “1,” “2” or “3” to rank your preferences below.): 

     Communications

     Facilities & Operations

     Finance

     Fundraising: General

     Fundraising: Auction

     Marketing

     Membership

     Office/Administrative

     Parent Outreach

     Personnel

     Strategic Planning

Please indicate whether you would consider serving as a committee chair and/or on the Board of Directors.

 FORMCHECKBOX 
YES
 FORMCHECKBOX 
NO
Board Member Responsibilities

· Be familiar with and support the organization’s mission, bylaws, strategic plan and annual goals.

· Attend monthly Board meetings (or identify alternate to attend on your behalf) and be prepared to participate.

· Prepare for Board meetings, when necessary.  This includes submission of monthly committee report.

· Make sound, informed decisions, acting in good faith and in the best interest of the organization.

· Submit committee articles for monthly newsletter (when applicable).

· Fulfill specific position responsibilities of Board officer and/or committee chairperson.
Committee Descriptions

Each committee has a limited number of openings and each family is required to serve on one of the following committees:

Communications Committee

The Communications Committee manages all internal communication vehicles for the school. The committee writes, coordinates, lays out, distributes, and solicits information for the monthly Spring Knolls newsletter. It also updates the Spring Knolls web site on an ongoing basis. Other areas of focus include the email listserv, school directory and calendar.

Facilities & Operations Committee

The Facilities Committee assists in keeping the school, playground, and grounds safe and in good condition and working order. The committee coordinates toy repair at the request of individual teachers, assembly of classroom equipment at request of individual teachers, and the purchase of large-ticket items associated with the school facilities. The committee also manages the monthly classroom co-op assignments, snack schedules and the small and big clean-ups.

Fundraising Committee

The Fundraising Committee organizes various fundraising activities for Spring Knolls and solicits participation (including donations) from parents. The Fundraising Committee is given an annual fundraising goal, which has been established by the Board of Directors.

Auction sub-committee

This group is a sub-committee within the Fundraising committee and organizes Spring Knolls’ annual silent auction. Major coordination activities include soliciting and obtaining donations,

securing an appropriate function site, and organizing food and entertainment.

Marketing Committee

The Marketing Committee helps to increase the visibility of Spring Knolls on a year-round basis. It maintains all marketing logos and materials for the school and also supports the ventures of the other committees as necessary, including providing marketing strategies and materials for the annual auction and the various fundraising events.

Membership Committee

The Membership Committee provides application materials for interested families and coordinates the annual open house and individual visits. The committee is responsible for maintaining complete application files—important for the school’s licensing and the students’ safety and wellness.

Parent Outreach Committee

The Parent Outreach Committee consists of room parents who assist teachers and the school with field trips, class parties and other special events (e.g., school meetings and picnics). They also assist teachers with gathering materials and communicating with parents.

Personnel Committee

The Personnel Committee consists of the board’s president, one additional board member (committee chair), the director and additional community members.  It is responsible for (a) screening, interviewing, and recommending to the Board of Directors candidates to fill staff positions; (b) conducting annual performance reviews of each staff member in January; (c) making recommendations to the board regarding ongoing personnel management issues, including termination of staff; and (d) acting as liaison between the staff and the board with regard to personnel policies and practices.

Strategic Planning Committee

The Strategic Planning Committee’s goal is to look at the school’s overall mission and goals and align our activities, procedures, and business plan with the long-term vision for the school and its programs.

