Home[& [School[Association[Handbook

Welcomeland Ihtroduction

Welcome[to[(the[[R007[2008 CkchoolYear[at[ BaintCMartin’s! The[Home[ &[Bchool
Association[{HSA)[[anLorganization[inadeLuip Lof (2and Lopenlo[allCparents[and [Staff
associated Cwith[(Saint[Martin’s[I5chool CLISMS). CIAllICparents[Cand Ckchool CktaffCare
automatically [donsidered [hembers[df [fthe[HSA[dnd[@reldncouragedib[garticipatelih[the
meetings[Which CareLgenerally Cheld Con[the[$econd[(Wednesday Lof[éachimonthfrom
Septemberthroughlne. Thelmeetings[provideanexcellent[dpportunity Ebldiscusslidieas,
issues, [@nd[dtherEbpicsfhatlitnpactiheSaint[Martin’s[experience. IThe[HSAlAlso[dssists
with[planning Livholesomeldpportunities[for [$ocial Linteraction Cas[ell CasCproviding Ca
means[fbr[ising fundsWhich[do[fowards[theldchool'sMarious[deeds. [LIHSALthembers
helpfoLdoordinate[fund[rhising Léfforts[dnd [Supportfor[(Pprogramsdnd haterials[Wwhich
enrichfhelsthoollenvironment.

This[Handbook[dutlines[Some[dfthelrhany Molunteer[dpportunities[@nd [fbles[dponsored
by the[Home[&[SchoollAssociation.TAll[descriptions(are[general, [dot[exhaustive, [@nd[@re
subjectlibldhange.lYouMill[See[dMariety [df (Ways[Mou [dan[Become[morelihvolved With
the[Jaint[Martin’'sLédommunity. ITheLopportunitiesCihclude[activities(YoulLdan[dofrom
home, Cactivities[Wwith[@ [pre[determined [Schedule, [@nd arge[projectldriented [Activities.
Volunteering[fbrtheseldctivities[dffers[d[flunay [fbdarnMour[HoursWhile[dt[the[same
time[ohakinglavery viear [at[Saint Martin's[Better fhanfhelast.

Ifviou[Haveldny[questionsaboutfheldctivities[dutlined [im fhis(Aandbook[dr [@bout[getting
morelihvolved lwith fhe[Home[&[School[Association, [please[do[Aot [Resitatefo[dontact
oneldflthe[HSAIldfficers(below.

The[HSA[LeadershipTeam([for[(20072008[schoollyearihcludes:

President.........cccoooiie i Trish[Povlitz
VicelBresident............cccoveeiiiiiii e Rob[McMillin
SECILANY ...t Elizabeth Mopez
TrEASUNE...ceii i ittt ettt Sherry[Antonetti
Homeroom[Program[Qoordinator........................ currentlylapen

Faculty [I@iSON..........ccovueieeeiiiee e currentlylapen
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Home (& /School/Association

Description:[IThis[dommitteemheets[anceldmonth, Epically [dnfhelsecond Wednesday, ftom[BZpm With
the[principall@nd/or@lstaff Mibison b [discuss(Home@nd[skhool [Meeds, [doncerns, [Bvents, [atc. [IThetheetings
areldpenland@nyparentlar(staff[themberisWelcomeIblattend.

President

Needs: [ [person

Hours: 60[Hours

Calendar/Responsibility:
Preparelagendaslandléadmhonthly[HSAmheetings
Attend/present/speak[@tlschoolmheetings, [€.g. BackEb[Schoollévents, [drientation, [dther[8vents(as
needed
Represent[St.[Martin's@t[@ppropriate[Archdioceseldr [Parish[mheetings
Attend[as(ibison fb[School[Advisory [Board [mheetingsldnce @ohonth
Draft(dnd[mhanageldnnuallchlendar[df fund [rhising[@nd Molunteer[dctivities
Overseelflind[rhising[sliccess[(teportblschool@dvisoryHoard) [@nd Molunteer [Ectivities
Workith[HSAIéadership feam[Eb[avaluatelcurrentiear@dndlplanEbrdext[sthool year
Serves[d@yearferm

VicelPresident

Needs: [T [gersonlpeople

Hours: 60[Hours

Calendar/Responsibility:
ColléadWith fhe [President[anfhe[shmelresponsibilities@s@bove
Attend/represent[HSA[at[skhoollmheetings, [€.g.[BackEb[Schoollgvents, [drientation, [dther [Events[as
needed
Iflthelpresidenti$inavailable, [rkpresent[St. Martin’s[at @ppropriate[Archdioceselar [Parish [mheetings
Alternatelattendinglds(ibisonfb[School[Advisory[Boardmeetingsance@thonth
Draft@nd[mhanage@nnuallcalendarlaf flind [rhising[@dnd Molunteer[activities
Colléadlaversightldfflind[rhising [Sliccess[(FeportEblsthoollddvisoryBoard) @nd Mblunteer [Ectivities
Workith [Presidentl@nd [HSAIéadership fkam Eblavaluateland [plan for [Hextsthoolear
Serves[d@yearferm

Secretary
Needs: [ [person
Hours: approximatelyd5[20[(actualBoursEbBelrkported)
Calendar/Responsibility:
Attend(dach[meetinglandrecord mhinutes
PrepareohinutesEbr@pprovalfhebllowingmhonth
Send[EbWeblsite [cbordinator Ebr[posting[dn Web
Assist[@nd [participate [ih [dngoing [Skhool [theetings[dr flind [rhising/volunteer [Ectivities[ds [meeded

Treasurer
Needs: [ [person
Hours: approximately[20[{actualHours[tdBelreported)
Calendar/Responsibility:
Liaiseith [Each flind [rhising [Ectivity léad [dbordinator b abtainfinancial [data
Trackl@nd[mhanagelfinancialldata
Attend[€ach[meeting(@nd[provide[financial imput@ndreportlupdates
Assist[@nd [participate [im [dngoing [Skhool [theetings[dr flind [rhising/volunteer [Ectivities[ds [meeded

Homeroom/Brogram/[Qoordinator



Needs: [ [person

Hours: approximatelyd0O5Hours(ActualBoursEbBelreported)

Calendar/Responsibility:
This[person(is@mhemberlaffhe[HSA [eadership feamWhoserblei§Eb[averseel@ndmhonitorfhe
Homeroom[Parentsftom [@ll@igradesibRelpensurefheirtbsponsibilities(are Being Ellfilled.

Preparelsign[dp[postersEbsblicitholunteersfbr[Homeroom[Parent(s) [@nd fhe Marious[dass[dctivities.

EnsurelgachldassHas@ldesignated [Homeroom[parent
Issuel“tesponsibilities” Iétterfb[HomeroomIparents[and Eeachersfor[€achldass(includingHandbook
information [dn [How Ib[performEhelduties
CollaborateWith[8ach[Bomeroom[parentEblansurelduties@re Being ELlfilled [Especially Ebr [Special
schoolEctivitiesBeing[Sponsored By @lparticulardass/grade, [d.g. [Story [MimeWith Santa, [Hirst
Communion, Meachers’[AppreciationTuncheon, [&tc.

FUND[RAISING[ACTIVITIES
Below[arelgeneralldescriptionslaffhelakctivitieslandrblesfbrEheflind [rhising [Activities.

Important[Note:[TAlthoughlapproximateRourslarelindicated forhefbllowing
activities/roles, [darents[drdther family [mhemberswho Molunteerfbr[school [@ctivities must
record(actual [HoursiWorked[im[fheMolunteerHoursNotebook Idcated[an Ehelftontdesk[it
thelschool’s[mhainfbyer.

SallyFoster/Sales
Description: [{This[dommitteeReadsup fhe [Sally [Boster flind [thiser Which [Accurs@tthe[Beginning [afthe

schoollykear.

Needs: 12 [committeelchairs; 2A[AMolunteers

Hours: CommitteelchairsB@pproximatelyI0Hours[dach; MolunteersI8pproximatelyd2AEach

Calendar/Responsibility:
Meet[inh [Ehe[sbimmer [b[sktup[datesfor Ehe flind[rhiser @nd [determineldeadlines.
Attend[@ndgresent(atfhe BackEblSchoolnight(s) Ebl@romote.
Volunteers[feeded[Iblsbrtland[distributeldrdersidnidelivery[day@sWell[as Eally [ally [Boster[drders.
Submit[@financial (ceportEb[HSA [teasurer.

Uncle/Ralph’s/Cookies/Sales
Description: [{This[dommittee[Reads[up fhe[flind[thising [ctivities fbr CUncle[Ralph's”[cdookies([shle Which

occurlatfheBeginningldfthelsthoolear.

Needs: 1[committeelchair
12Molunteers
Hours: Committee[chair—[@pproximatelyd0Hours

Volunteers[Happroximately 2Hours
Calendar/Responsibility:
Meet[in fhe [fallEb(setup[datesEor fhe [flind [thiser [@nd [determine[deadlines.
Attend[@ndgresent(atfhe MackXblSchool [Aight fbr [Aromotion.
Volunteersfeeded Eblsbrt@nd(distributeldrdersidnideliveryday.
Submit@lreportbtheHSAlEteasurer.

JoelCorbi’s[Bizza/& [Cookie/Sales



Description: [IThis[dommittee Reads[up fhe [flind [thising [Ectivities for (Joe[Torbi’s"[dizzaldnd [cbokie[shle
whichEpically[Bappens(&arlyih fhe[calendar.[(oel[Torbi’sis@lsofpically [Served @t fhe [Btate[af the
School”[éventlin danuary EbHelp[Aromote[shlesBefore ent.

Needs: 1[committeelchair
12Molunteers
Hours: Committee[chair—[@pproximatelyd0Hours

Volunteers[Happroximately 2Hours
Calendar/Responsibility:

- Meetlim[fhefllEblsktupldatesiorfhefundlrhiser[@ndldetermineldeadlines.
Attend(@nd[present(atfheBackblschool MightEbr [promotion.
Volunteersfeeded Eblsbrt@nd(distributeldrdersidnideliveryday.
Submit@lreportEbtheHSAlEteasurer.

St.[Patrick’s[Day/Auction
Description: [{This[dommitteelcbordinates[and[plansthe yearlyschoollduction. [MThe@uctioni$@ldinner
eventith[sllent@ndive @uctions@nd i3 pically Beld ih[@round [St. Patrick's[Day [in March.

Needs: 3[cbmmitteechairsWith [@tI&ast 10015 Molunteersdn fhe [committee
Hours: For[committee[chairs[=H@E0MHours

ForblunteersHBetween 2015 Hours[depending [dn[rble[@nd Iével [of ihvolvement But
actualRoursorkedin[planning, [preparing, [@nd[executing fhe [Event[thust[Be [reported
Calendar/Responsibility:
Select/confirm[date[fbr[duction
BooklrbomsWith [fhe [rectory(dffice
Hold[planning [cheetings[startingim [Dctober[@nd Hold [ds [aften[ds [Mecessary (At Iéastmhonthly)
Assign Molunteers(tbHead[dach@readf [deed Whichhclude(butldrenotdimited {b)
0 ThemelsktlectionHidentify Themeldflduction
o solicitldonations—[prepare fiers(and [sblicit@uction[donationsftom [Areviousdompaniesand
families(directly.(QThisEhkes[mhuchlpersistence lon[allI&vels[@nd @btaining [ems[for fhe
actual@uctioni$[@Key b [sliccess
o dinnerHisklectlchterer, MorkWith [chterer, [Setup [@tlévent
musicHsklectfypeldfimusiclandsthedulefbr(day of [Event
o advertising Hidentify fypesldflddvertisingDeededEb[getdeople fblattendld&vent, [Signed[up,
andIgetIats[afiBidders
o databasel@nd(chtaloglpreparation=Hikting @ll[donationsimtoldatabaseldnd [preparing_
auction[chatalog o Beldistributedfor [sbliciting [Bids
o SetupldaylafléventHNeedmultiple MolunteersIblsetupfables, [dishes, [decorations
o WelcomelfableHSetupelcomeltablefblskllH0/50rhfflefickets, Hand [Qut@uctionmMumbers
and[checklih(@ttendees
o Monitor@uctionBids[HMonitorHidding, [@dd [Mew[sheets[ifildeeded, @rrangefor [people b
pull@uctionBid[sheets[and[prelidlentified fime
o LiveBidH@rrangefbripersonibldolthelliveHids
o Checkout-[Setuplcheckoutllihe, [@cceptanceldfichecks, [dbtain[creditlchrdmhachine, identify
peopleblruin[creditlcardmhachines
0 CleanupEldeanuplafithelrbom,[@ventliiems, @ndremovalldf fables
Submit[financialreportEbHSAOreasurer

o

BINGO[Teams(leadCoordinator®Teamolunteers)

Description: [ TThelcbordinator[dnd[8achfeam [af Mblunteersrlin fhe Weekly BINGO[skssions[at [St. Martin’s
Church.IBINGOGI3[aurMargestfuindrhiser[@ndrequiresalicommitted feam [df Molunteers(and(alstrong Cead
Coordinator.[dIThere [@re [Sixfeamsthattbtate eekly.

Needs: 1Mead[@oordinator@nd B0 blunteers[per Eeam [(total [@f[(H0[EOMMolunteers)




Hours: For[Lead[Qoordinator =60 Hours
ForblunteersHE0Hours(iallstheduled Hingos@re orked. [IIf (Aot (dlllstheduled BINGO
sessions[are[DotWorked, [@ctual HoursWill Be[credited.
Calendar/Responsibility:
Coordinator
Manage(allEctivitiesEb[riin [@nd [Supply Weekly BINGO [&vents
liaise With[BINGO[SLpply[cbmpanies
create[feams(and(sthedules
ensurelall[skssions@rerlin[Smoothly
submitlregularfinanciallpdatesibfheHSATreasurer
Volunteers:
- CaptainIbldverseelthelévening,[payouts@ndf&am
FloorWorkers[(atIéast3lpeople)sklling rp fickets
Callersb(chllfheingolandalsorésponsible b [sktupmhachinesupon(drrival
Cashier/Salesl(preferably2lgeople) b Workthe Eableldsfblks[Enter[skllingfhel@veningBingo
cardsl@nd[sbecialldames
Kitchen [l A[people) Eb[Preparela@veninglshacks, [Skllfbod[@nd [deanupkitchen

Spring(Fun/Fest’
Description: [This[committeeli[domprised[of folcb [dhairsWholplan @nd[cbordinate fhisfamilyevent. ([Tt [3

usually [BeldihM™ay.

Needs: 2[cbldhairs
9B [ParentMolunteers[Ibchairlarcb[chair[dlparticular [@spectaffhe [Hestival
50Mmhinimum [parentolunteers®borkfhe day [df Thelavent @tl€ach [dfthe[different
booths/areas{mostiorkMHour [shifts)

Hours: For[Qoldhairs[=H[35[40Hours[8achlgstimated
For[parentMolunteersH[@ctualBoursiWorked; ftompAlanning [Events[(typically [EdneHour
meetings)[@ndHoursWorked thelday[dfltheléventblsktup, [lin, [@nd[deandphelévent

Calendar/Responsibilities:

Select[dateforfheBunBest'Morking Withfhe[Home[®[SchoolAssociation[duringfheir[dlanning
sessionswWhich fypically [Beginsduringfhe[Spring[affthe[PREVIOUS[School year.

Schedulefheldate[@ndBookIhelantiresthooll(allldassrooms(@nd thelgarking ot) Ehrough the
rectory@s[sbonlas[possible [(As[dosefbldlyear@headlaffime, [fldossible)

ColQhairs[RostmeetingsBeginning[ih[December(ardanuary Eb[fill Iéad [coordinator [rbles@nd
helploutlinelresponsibilities.
Hold Ebllow[dn[meetings(typically @8 [more).

Gethblunteersblead fhelcbordinationldf(dll[Ectivitiesificluding, [Hut Mot dimited [fb fhe{bllowing:
[Marts[®[crafts, Molunteers, fickets, [Arize @lley, Mendor MHooths, [@dvertising, fbod, [cake Walk,
games, [facilities[cbordinator, [@nd [more

SubmitfinanciallteportEb[HSAreasurer

Golf[Tournament
Description: ThisldommitteeldrganizesalGolf[Tournamentflind[rhising[@ventfor fhelspring. Wolunteers
raise[flinds By [getting[sponsorshipsftom[Businesses, [Acquiring[@dvertisementsfbr Ehelprogram, [@btaining
prizes[donated[ftom[dcalBusinesses, mharketingthelavent, [dbordinating fhelavent@nd orking fheévent.
Needs: 2[committeelchairs

4[[[dommittee Molunteers

4[8TournamentDayMblunteers
Hours: For[@ommitteelchairsH@pproximately 020 HoursBut@ctual Hours Worked [fb[He [reported

For[dther MolunteersHlreport[actual Hours
Calendar/Responsibility:

Meet initially [im [October brstartup.



Contactldcallcbursefblmakeldrrangements
Meet@s[decessary Eblplan Iéading [WUp EbEburnamentimMay.

Box[Tops/torEducation/@nd/Campbell’sSoupLabels
Description: [This[person[promotes, [cbllects, [@ndEallies[General Mills[Box Tops[@nd [Mampbell's[Soup
Labelsffom[helstudentsi@achthonth.TheBox Ibps@ndabelsareredeemedduring fhe [sthool ear. At
convenient(imtervalsfhroughoutheschoollyear BoxEbpsland sbupMdbelsdrelcbllected, [dut, [dounted[and
submitted [Eb[Box[Tops[EbrBducation@nd Campbell's[Soup Mabels[Arograms. his[Person[cbllects[sbup dabels
and[General Mills[HoxEbps[ftomfhelstudents[€achlmhonth.
Needs: 1[person
Hours: approximatelydI2MHours(permhonth
Calendar/Responsibility:
Atlthe[Beginning[dffthe year, [mhake[dflier fblsend [(HomeMith[students,
Setuplaccountsl@nd(placelcbllectionBoxes[in fhelschool[@nd fhelchurch
monitor[@nd [dontinueblpromotelprogram

Coordinator(tor(Giant, [Safeway/@nd/ather(Grocery/store/programs

Description: [IThis[person [promotes(and [monitorstheGiant[A+, Safeway[Tlub, [ar [dther([storelprograms.

Thelcommitteelchair[3[responsible fbrcheckingfhe Websites[fbrHalances@ndcdonfirming[depositsWith [fhe

school.

Needs: 1[person

Hours: approximatelydI2MHours(permhonth

Calendar/Responsibility:
Meet[ihate[summer[Before[sthoolb[AutEbgether(signipsheetfbrHoth [@rograms.
Distribute[@t[BackXblschool Mights[ih [September[@nd[mhasses.
CheckebsitesaffprogramsEorcontribution@mounts[@nd(checkblensure[deposits.

Dinner[Night[QOut/Coordinator
Description:[TDnelperson(planslandlcobordinatestheldinnermightldut(schedule@nd [dommitmentsiWith
restaurants.[QIRlanning[shouldBe[doneldverfhe[summer for @t Idast fhe [Eall Ralf [of The[sthool [year.
Needs: 1[person

Hours: approximatelyd[2Hours[8achmhonth

Calendar/Responsibility:

- EstablishldnefbEwoldinnerMight[dutl@ventsiper mhonth[{(Eeptember fhrough ™ay).
Coordinatel[datesWithfhelschoollcalendar
ContactdcallrestaurantsEbldbtain[dommitments[(Hates[and [fercentage [df [proceeds)
Marketfheldatesthroughlthelsthool Mewsletter, ildividual[motices, [Almhails, [&tc.
Trackhelreceiptdfichecksfhroughlthelsthoollaffice
Submit@lfinancial [reportIbthe[HSATreasurer



School[Activities[((Non[Fund[Haisin

Homeroom/[Parent
Description: 12 [parentsftom[gachlcass(are[dn[pointEblcbordinate Withfhe[HSA[End [cdassroomkacher(s)
regarding[dass[parties, [respectiveldass[sponsoredsthoollgvent, [dther[dass@ctivities, [@nd Ehelduction
basket[b[Hedontributed b Ehe[St. Patrick’s[DayAuction. T hishcludesidentifying [ParentMolunteers b
coordinate/executeldach[party.
Needs: 2[Homeroom[Parentblunteers(gerdass
Hours: approximately d2[Hours[per [thonth[(hctual (Aours mhust e reported)
I]:alendar/ Responsibility:
AlllHomeroom[parents[mhust@ttend [@thandatory theeting[Early [ih fhe [BallWith The [HSA[Homeroom
Parent[Qoordinator
Preparelsigndps@nd@nnouncementsfbridassroomlduties
Coordinate WithMolunteers(@ndsendtemindersEblansureldllldutiesdre fllfilled Ebrdass[parties(and
the@uction[BHasket
Sign[dpland@ttend(atdéastdneHSAmeeting [during fhe[sthoollyear

IMPORTANTI[NOTE: Ttherelis[doHSAmhoneyBudgeted fbrldassparties[dr fhe[duction Baskets.
Families[pically[dontribute fbward fhe [dosts/items. (THomeroom[Parents[cdan [determinefhe [Best[Way b
collectems/money {ortheldass@uction Basket. (ForThe[Holiday[parties, [lilisrecommendedthatfhe
Homeroom[Parents(cbllect@™party fund"Up [ftont[(k.g.[F15§20Per Family) Eb[BeBudgeteddverfhe3
partiesiwhich[are@sfbllowsfbr(€achclass:

Halloween[partyim[October

Christmas[partyimn[December

Valentines[Day[garty [ih [Bebruary

Class[party(doordinators¥or[Halloween, [Christmas, [@nd Malentines[Day
Description:[] Need[2[parents(in[dachlcassfbMork WithfhefeachersEbplan@ndlcoordinatefhe
refreshments(and(activities[dach [thelparties.

Needs: 20blunteers(per(party
Hours: approximately 2@ Hours[€ach [(Actualhoursmust[Beréported)

Calendar/Responsibility:
Contactfeacheriblcbnfirm[date@nd[dentify[Specificldeeds
Plan[dctivities, [Mlrequested By Ieacher
Plan[and[cbordinatelrefreshmentslrequested By feacher
Provide[parentsEblassistiwith [Halloween[cbstumes[fbriounger(students, [dslrequested bykacher
(e.g.[mhale[parentmhight[BeMest b Helpmhale [studentsWith [dostumes)

Class[AuctionBasketQoordinators
Description: [{These[peoplelcbordinatefheldass(auctionBasketfbr(donation b Ehe@uction.
Needs: 2[peoplelper(class
Hours: approximately[B0Hours[8ach[{Actual RoursmustBereported)
Calendar/Responsibility
Determinefhemeldf[Basket.
Notify[dass[garents[affhe fThemeland requestdonations(typically {1015 [per Family [dr @lnhaterial
donation[df(an [em Ebward fhe[Basketfheme)
Purchasefheflems[deededforfhe Hasket
FollowUpMith[@ny[parentsiwholneedIbldonateblénsureflll [Participation
SendIdescription[afBasket@ndMalue b [fhe@uctionfeam
Package[@ndBringfhel@uctionBasketfheldayBeforefhel@uction




Class/sponsored/School/Events

Aslreferencedlabove, [Eachlgradei@ssigned(dsthesponsoringldassfor(@lparticularsthool [Event. [t (3 the
Homeroom[Parents'[responsibility Eblensure [fhat(dléad [doordinator [i§ lidentified fbr Ehelrespective
class[gponsored(sthoollactivity/eventldnd fhathelplanningland(execution@reHappening[@s[decessary.[IThe
sponsoring[dass(assignments(@re [@sfbllows:

Catholic[SchoolsWeek [Activity I I Kindergarten
TeacherRecognition Week I [grade
First[Reconciliation [Munch MR [Grade
First[@ommunion [ TR Grade
Grandparents'Day (assistMevelopment@ommittee) TIIIITIIIITIIIIITITITIIIIIITA" Grade
Story [fime With [Santa TR [Grade
TeacherBppreciation Munch IR Grade
GraduationReception I [Grade
Communion Breakfast IO TR Grade

Below(areldescriptions(df(@ach(eventlih[@pproximatelchronologicalldrder:

StoryTimeWith[Santa

Description: [This[committeelis[domprised [of (5th[grade[parentsWho[plan(@nd[cbordinatefhisfamily [Event,
usually[stheduledim[garly/mid[December, blcklebratefhe[Ghristmas(skason @s[dlcommunity.

Needs:

Hours:

2[cbmmitteelchairs

10[parentQblunteers

7" [@nd 8" [Grade Students[fb Help With fhe [Event [uisually [crafts@nd Santalshop)
Committee[Chair@pproximately D05 Hours
Volunteersa@pproximately 2@ HoursEbrsktup/cleanupdndshopping for[Slipplies

Calendar/Responsibilities:

Storydlimeith[Santafakes[glaceih [Early/mid

Contactfhelrectorylafficefblsthedulefheldate, [HookEhelgym, [@ftercarerbom, [@nd[cafeteria
Advertiseland [skllfickets[starting[atléast BWeeksHefore Ehelevent
Organizeldlshort[Christmasmhovie [drfwoWhich[should[start[promptly &t [Zpm
Purchaselshacks[@nd[drinksforfhelavent

Provide[Qrafts[(R2 [parents(shouldSuperviseldrafts(during fhelavent): [impleldrafts(such(ds
makeMour[@wn [Christmas[dards[@and[makeMour[dwn[mhagneticldrnaments({e.g. [purchasefhrough
“Oriental@rading[@ompany”, [Mo[glitter [due b [mess).

Decoratelgym

Obtain@olunteer b [Be [[SantaWhoWill Misten Eb[children’sWishes, [read [@lstory, [@nd Eake [photos
with [children [(LiseRigh Back[chair[ih (Aealthtbom [fbr[[Santa)

OrganizeldSecret[Shop[(# [parentsbeeded b riin theshop[during fhe[@ventdlus[d@studentsfb
helpthelshoppers), fhkes[placelin fhe [@ftercareltbom, fbristudentsEb[AurchaselgiftsFbrFamily,
friendsl@ndachers(Dollar[store[ems[arOriental Mrading [@boutH00[ems: [giftsbr[children,
parents, [grandparents(andftachers).QonsiderBaving[dlder[studentshelp With[gift wrap@s[dlcraft
infhelchfeteriafbreduceWaitfimelihliheIblshop.



Catholic[SchoolsWeek [Activity
Description:[This[committeeis[domprised[dfKindergarten[parentsWholcbordinate @lsthool[dctivity With
Sister[Sharon fb[cklebrate[atholic[SchoolsWeek.
Needs: 2[ANolunteers
Hours:[] [0 approximately2[4Hours
Calendar/Responsibilities:
- Catholic[Schools'Week Y pically Ealls[during fhe IastWeek [df Tanuary
- Contact[Principallin Iate [December/earlydanuary Ebidentify [Specific[deedsfbr[Tatholic[choolsWeek
- Obtainlatherolunteerslas[eeded[dependingdnfhelévent.dProvidelassistance With [Setup@nd
Ccleanldp

Teacher® Staff[RecognitionWeek

Description: (IThis[cmmittee@[comprised [@f ™ [gradeparentsWhoplan @nd [dbordinate @Hheans b

ensurelfhatfheftachers@nd(staffldf[St. [Martin’s[School [feel [@ppreciation ftomEhelparents@nd(students

during[Qatholic[SchoolsWeek.

Needs: [1 2[parentQblunteers

Hours:[II1 approximately2[EMHours[(Actual HoursmhustBelreported)

Calendar/Responsibilities:
InBarlydhnuary, [Fequestdonations ftomEhedther O [grade [Harents b Essist [ [roviding @Mheans
tolshow[dppreciation Ebfheféaching(stafflduring[@atholic[Schools[Week[at[fhelend[@f Tanuary.
Suggestions(are: [(Midomething[differentgach[day, [d.g.[Bagels, [donuts, [@lsmall(gift; [Ar[anhe argelgift
atlthelenddftheMeek; [dr Mhatevertheldass[chooses [@s[dlmheaningfulWay b [Expressgratitude@nd
appreciationfbrfheldedication(df all thefeachersland[staff[af[St.Martin’s[School.

Teacher® Staff[AppreciationTluncheon
Description: The fommittee Bcomprised @f B [grade [arents Who [plan En [@n [Site Mincheon Eb Honor [Af
(fheltkachers, [staff, [@nd[priests[df [St. Martin's[School.

Needs: 1[oordinator
120olunteers(bfor[Sktup [@nd[@Fbrclean(up)
Hours: approximately 020 HoursEor Ehe [cbordinator [(ActualHours[mhust e reported)

approximatelyd2Hours [per Molunteer [(Actual [Hours[phustBereported)
Calendar/Responsibility:
Thelllincheon Epically[@ccurs[on fhe [Briday [af [Qatholic[Schools' Week
Coordinator: MrganizeldndIéad Marious@ctionsrequired fb[Host[dnd [elxecutefhedlinch
o Confirmtheldatelandhelsbacel(typicallylihfhelsthoollibrary)
0 Determinel@nyfundslarelavailableftom{heHSAIldrfheSchool [AdvisoryBoard
o VerifylviteellistWithEhe[principal
o Decideldnfbod@rrangements({e.g.chtered(drfamilies[cook),[@nd[necessarySlpplies,[d.g.
plates, [glasses, [Utensils, [dr [Using fhe [churchlchina/glassware/silverware
o Solicitimhonetary[donations[ftomfhe families(df fhe[Sponsoring[cdass[iblgofbward
centerpieces, Ollar 2lgift[Maskets, [giveaways, [dr [Ather [lems[deeded.
o Assigniblunteersiblbecessaryfasks
0 Executelfhelplan@ndlé@njoyprovidingfheftachersith(a@n[aventthey Willldve
Volunteers: TAssistWith [Setlup[and[dean[Up[Activities [@s @ssigned By [dbordinator
o0 Helplsktdprbomi(tables,chairs,[decorations, [efc.)
o Possibly@ssistiith[servingftachers
o Assistiithldeanlupland[returningEables/chairsEbmormallpositions
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First[(Reconciliation
Description: Thiscbmmittee(l$cbmprised@f2™[gradeparentsWholplanEnd [coordinate Ecelebration Efter
thelstudentslreceivelfheirirstlreconciliation.
Needs: 2[chair[people
Hours: approximately[2[EMHours
Calendar/Responsibilities:
Thelgventusually Ehkes(place i [April.
CoordinateWith[@2nd[gradefeacheranldate.
Plan@nd[cbordinate refreshmentstequesting[donationsftom [Gther[parents.
Obtainiblunteers(for[setup, Molunteers[during [@ventland fbrideanup.

FirstilCommunion[Reception

Description: [IThis[cdommitteei$(domprised[df3rd[grade[parentsWholpglan@nd(cdoordinateldldongratulatory
reception fbrfhe@nd(gradelstudents(@ndfheirlpgarents@fter@achHrstlommunionmhass[(thereldrelusually 3
masses).

Needs: 2[cbmmitteelchairs
10blunteers
Hours: For[@ommittee[Qhair H@pproximately BHours[(hctual HoursEbHelreported)

ForMolunteersHlas[nNeeded Ol Mours(as[signed p [(Actual [(Hoursb Belreported)

Calendar/Responsibility:

Theléventfhkes[placelih[May.

Coordinateith X" [gradefeacher[nFhedate

Scheduleldcationith[church[dfficeMlsually [t helgym

Plan[a@nd [cbordinate refreshments[a@nd [decorations[fbr[3lskrvicesWhichimcludes[Religious[Education

(CCD)[students

Providedblunteers(or[setlp, @ssistancelduring fhelavent, [@nd[deanup

Grandparents'[Day
Description: [IThis[cdommitteei$[comprised[df[Development[ommittee themberswholplan(andcbordinate
anléventincludingl@Breakfastfbrfhelgrandparents[df(St.Martins[students. [MIVorking With fhe [Development
Committee @re @ [grade [Harents Who [provide @ssistance With [Set MpEnd [dean Wp Fbr fheEvent.
Needs: 2[committeelchairs
100blunteers
Hours: For[@ommittee[QhairHapproximately 0 [20MHours
ForolunteersH@sDeeded—-estimated DIAHours
Calendar/Responsibility:
Thisléventfhkeslplacelih[May.
Inldarly[April, [dontactmhember(s)[@nfhe DevelopmentCommitteeEbldiscussdate, fimeldnd[dgenda
oftheld@vent.
ProvideMblunteers[for[setp[of fbod[@nd [decorations
ProvideMolunteers{duringlgvent@nd[cleanlip
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8" Grade[@ommunionBreakfast
Description: [IThis[committeei3[domprised [df[Bth[grade[parentsWholplan @ndcbordinate @lcelebratory
breakfast[usually [Held[ih Tate May [dr[&arly Tune.
Needs: 2[chair[people
Hours: approximately[2[EMHours
Calendar/Responsibilities:
CoordinateWithfhefkacherrégarding [dateldffhelgvent.
Obtainlatherolunteerslasdeeded b Helpith [SetlUp@nddeandp.
Enjoy[BreakfastWithfhelather[St.[MartinEamilies.

Graduation[Reception
Description: [This[cbmmittee [8[cbmprised [@f 2" [grade [ParentsWho [lan End dbordinate @congratulatory
reception brFhe B [gradeStudents@nd Fheir[arents.

Needs: 2[cbmmitteelchairs
100blunteers
Hours: For[@ommittee[Qhair H@pproximately B0 Hours[(Actual Hoursthust Bereported)

ForMolunteersHlas[needed [(Actual [Aours[mhustBereported)
Calendar/Responsibility:
- Thelgraduationhkes[placeldearfhelendaflschool [(typically The[firstWeek[df (Tline)
CoordinateWith B [grade feacherdn[date
Scheduledcation ith[church[dffice
Plan[and[cbordinatelrefreshments(anddecorations
Provideblunteers[or[skt[up, @ssistancelduringfhelévent, [@nd[deanlp/takedown

Miscellaneous

Lost[@nd [Found@oordinator —[ParentWholdrganizesthelreturn [of [emsddst By [studentswhich(dre
labeled With [@ldameldndfheldonation [of fhose Mot M&beled.

HotMunch(Coordinator — Parent_wholcbntacts/schedulesiendorsib[provideliinchEbEhelstudentsland
faculty.[Provides(arderfbrmsEbfamilies.

EarlyBirds —[Parentsiwholsthedules[farentMolunteersfbBe@vailablebSupervisestudents@sthey
arrivelat[schoollprior Ebfhe[start[afthe [skhoollday.

SecondHandUniform[Sale —[ParentsWholdrganizefhe[shle[df[donated[Used[Uniformsusuallyinthe
spring. Monations@re[cbllected @lliear[@nd skt Up[ih fhe [cafeteriafbrpurchase.
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