Albany Preschool - Family Job Descriptions

Note:  Family job descriptions may change from year to year.  This is a sample of job descriptions from the past.

	Administrator’s Technical Assistant  – 1 person  
	Assists the Administrator, Directors, Staff, and Board with anything related to the computer.  Helps with questions using Microsoft word, Access and Excel.  Performs bi-weekly computer backups.  Performs other Assistant work as needed to fulfill hours required.

	Classroom Assistant – (4 classroom assts. - 2 AM, 2 PM)
	Under direction of Program Directors and Head teacher, completes tasks key to the successful running of the preschool program. May help with other preschool related tasks (e.g., preparing for special projects, helping put “Me” books together, creating birthday crowns, cutting, finding materials for the discovery table, etc.) as needed. 

	Classroom Assistant – General
	Under direction of  Program Directors and Head teacher, completes tasks key to the successful running of the preschool program. Primary responsibilities include: 

1) working with APS staff to create and maintain a “Wish List” of needed items, tracking donated items, sending out Thank You letters to donor families, updating wishlist as necessary; periodically reminding parents that, for their child's birthday, they can buy something off of the wish list to give to the school.

2) making and maintaining a fresh supply of playdough for use in the school

	Classroom Assistant – Sewing
	Under direction of Program Directors and Head teacher, completes tasks key to the successful running of the preschool program. Primary responsibilities include 1) sewing and repairing costumes, tablecloths, curtains etc. as needed, 2) designing, maintaining, and updating school bulletin board to reflect theme of the month and to show all school events.

	Fundraising Assistants – 11 people total
	Assists in all the phases of the preschool fundraising events, including a Fall Fundraiser (e.g., selling bulbs, wrapping paper, giving drive, etc.), Harvest Potluck in October and Spring Fair in April, Rummage Sale in May.  This will include leading a committee (e.g., crafts, food, clean-up), and may include other tasks, such as sending letters to donors, picking up supplies or food, decorating, clean up, etc.

Frequency: event-specific each taking 4-6 weeks 

	Furniture Movers/General Meeting Set Up- 2 people   
	Work with administrator and schedules furniture moving to coordinate with major floor cleanings four times a year. Furniture must be moved off surface, then returned the next day.   Borrow chairs from senior center and set up/take down chairs before/after general meetings once a month. Return chairs to senior center Friday mornings after general meeting.  Coordinate this with other family to balance out work schedule and hours.  

Frequency: Monthly meetings and quarterly floor cleanings. Work with administrator to be clear on responsibilities.

	Gardening – 2 people
	Performs general maintenance of plants/trees in outside yards, including vegetable garden and all plants/pots in the North Yard. Includes watering, weeding, pruning, and feeding. (Excludes grassy area and surrounding plants in South Yard and plants along outside of fence at front of school. Also, no sweeping up leaves or sand is necessary as this is part of another family job.)  Assists teachers in implementing school gardening projects. Obtains needed plant materials and supplies.  Coordinates major work effort in yards with the Maintenance Chairperson and the Work Party Coordinator, if extra labor needed. This job requires a prior knowledge of plants as well as a love of gardening. Coordinates with other Gardening family to develop a plan to share work and to decide on dates when work will be done.

Frequency: Should coordinate schedule with other Gardening family. Major maintenance at minimum of once per month for each family. Duties continue during holiday breaks. Schedule to miss workparty dates. 



	Hospitality/Social Events – 1 person
	Hospitality:  Checks periodically to ensure that the buddies are making contact with the new members, and assigns new buddies as new families join the preschool.  Coordinates and creates sign-up sheets for meal trains for families in need (i.e., sickness, arrival of new siblings, etc.).  Coordinates and creates potluck sign-up sheets for holiday and end-of-year celebrations, as well as monthly meetings.  Coordinates and publishes weekly APS playgroup dates. Coordinates the Adopt-a-family during winter Holidays. 

Social Events: Plans and informs parents about regular social events (from monthly to every few months) for preschool families to strengthen sense of community and provide opportunities for AM and PM families to get together apart from events related to fundraising. Examples might include a weekend morning get together at the park, parents’ night out, snack potluck or ice cream social at a park, or a family bowling event.  Coordinates the end of year BBQ or Potluck gathering.  Should coordinate with Fundraising Co-Chairs to ensure that events are not planned near the time of regular fundraising activities.  



	Inside Toy Disinfecting – 1 person
	Uses a solution of disinfectant to wipe all indoor toys at the preschool.  Do all toys including trains (no legos). If toys are put out outside to dry, they must be put away before start of next school day.  Maintains disinfecting supplies used for sand, mat, and toy disinfecting. Coordinates with other assigned family to develop dates when work will be done. Checks in regularly with the Director to address any disinfecting issues.  

Frequency: every two weeks. Schedule to miss workparty dates.

	Laundry and Lost & Found – 4 people
	All laundry (kitchen towels, tablecloths, etc.) is taken home and washed, then brought back to the school and put away. Items to be washed are collected in a basket in the south bathroom. Does all of the laundry generated at the four Work Parties and the End-of-the- Year Clean up. Laundry detergent and bleach are provided by the preschool. Creates and manages a Lost & Found system for the school year. 

Frequency: across all families, job entails laundry twice per week, four work parties and one end-of-the-year clean up, lost & found as needed. (Coordinate with the other families on lost and found and to alternate laundry pick-up.)



	Maintenance Assistant – 2 people
	Works on an “On Call” basis for maintenance projects in and around the preschool, reporting to the Maintenance Chair.  May be requested to fix something, help on a project or do a special job on your own. May include trips to the hardware store for supplies and equipment. Estimate and get approval on all large expenditures from the Maintenance Chair. 

Special responsibility for checking outdoor toys (including bikes) for damage on a regular basis. 

Frequency: Check repair request list located near teachers’ desk weekly and make repairs as needed within one week or sooner, or as requested by the Maintenance Chairperson. Check with Administrator (Tara) about items in repair request list.



	Maintenance Assistant/ Emergency Preparedness (Safety and Health Coordinator)  – 2 people
	Keeps abreast of new earthquake supply recommendations and information and reports this to the Maintenance Chair.  Attends the earthquake preparedness meeting held by the City of Albany annually and reports to the Board. Works with Maintenance Co-chairs and Director to enhance emergency preparedness strategies. 

Goes through all earthquake supplies in the preschool EQ Supply Shed.  Checks amounts, sizes and expiration dates on all supplies.  Replaces water supply (make sure there is enough for all children enrolled).  Purchases all needed replacements, and submits reimbursement statements with receipts.

Frequency: check and purchase supplies two times a year in Sept/Oct and March/April, ongoing work to keep abreast of earthquake preparedness recommendations.  Drain and replace water in 55 gallon drums twice a year at 6 month interval from date noted on barrel

Frequency: Check repair request list located near teachers’ desk weekly and make repairs as needed or as requested by the Maintenance Chairperson.



	Membership Assistant – 1 person
	Assists the Membership Chairperson in managing membership for the preschool throughout the school year including the summer.  Assists with photocopying, filing, and mailings.  Assists with answering questions re: the AM and PM programs for prospective families via mail, phone, email, or in person.  Assists in stocking brochures, fee schedules, and applications at the preschool.  Assists in verifying that all necessary fees and forms have been returned for enrollment.  Is responsible for 1) verifying the completeness of immunizations and TB tests, 2) identifying and following-up with missing/incomplete immunizations and 3) completing the Annual Immunization Report requirements for the Alameda County Health Care Services Agency.  May become Membership Chairperson (Board Position). 

Frequency: ongoing, with time commitment varying from month to month depending upon enrollment deadlines

	Outside Cleanup – 3 people
	Rakes the sand in the south yard sandbox, use broom or power blower to clean stairs, ramp, structures and playhouse, performs general paved yard cleanup (organizing toys, etc). Twice per year on a Saturday morning the sand is sprayed with a solution of water and bleach, raked thoroughly, and then left to dry.  Coordinates with other assigned family to develop dates when work will be done.  Checks in regularly with the Director to address any cleanup issues.  Rakes leaves in Fall when leaves drop.

Frequency: every week (scheduled so that each family alternates and does job every three weeks for approx. 3 hrs.) Schedule to miss workparty dates.

	Outside Toy and Mat Disinfecting – 2 people
	Uses a solution of disinfectant to wipe all outdoor toys at the preschool.  Cleans and disinfects mats used during PM rest time and AM and PM circle times. Checks in regularly with the Director to address any outdoor or mat disinfecting issues.  Wipe down North yard play-structure with disinfectant. (Areas where kids use hands)

Frequency: every two weeks (scheduled so that each family alternates and does job once a month for approx. 3 hours).  Schedule to miss workparty dates.

	Parent and Student Library Organizer – 1 person
	Organizes and maintains school library and digital catalog of books. Works closely with teachers to maintain an up-to-date library, which is diverse and age-appropriate. Works closely with person who has Scholastic ordering job to determine which books to order for school. Labels each book as to which category it belongs to (Family, Science, ABC’s, etc.) Once per week, reshelves used books and organizes as needed. At Director(s) request, chooses and displays books that enhance the curriculum and are based on the curricular theme of the week/month.  

Maintains and enhances the Parent Education Library with books on a variety of subjects of interest to parents.  Creates and manages a system for lending out books.  Ensures that books are returned to the school in a timely manner.  Checks children’s and parents’ books for signs of disrepair and repairs as needed. 

May be asked to work with Director(s) to develop a plan for appropriate use of remaining Target Literacy Grant funds.

Frequency:  Ongoing; reshelving once per week; choosing and displaying books in classroom each time a new major theme is presented

	Pet Coordinator – 2 people
	The school has various pets, such as lizards, guinea pigs, fish, and caterpillars. Responsible for all pet-related duties including cleaning all preschool animals’ cages, tanks and habitats, feeding and caring for all animals.  Buys necessary supplies and food for all animals.  Finds “homes” for all preschool animals during breaks and holiday vacations (can feel free to post at school, use Yahoo group, or regularly post in newsletter to encourage this). Provides for the care of all animals on one-day holidays.  Must be able to stay within a budget and accurately account for all money spent.  Must like animals.  Coordinate with other family to divide up duties. Consult with Director(s) regarding feeding and care that they will be doing as part of classroom activities or curriculum. 

Frequency:  Daily feeding care, purchasing when needed.

	Photographer/Scrapbook – 2 people
	Attends special Albany Preschool Events (fundraisers, community celebrations and events, etc) and takes photographs. Coordinate with other family to make sure all events are covered.  Collaborates with Publicity Assistant/Website family to archive photos and make them available for membership. Coordinates with AM and PM Tour Guide/Classroom Photography families to ensure that photographs taken in program-specific events are incorporated into archives as well. Compiles annual scrapbook of all school activities and students. Coordinate with other family to create one scrapbook. Purchases all supplies to create and maintain the yearly preschool scrapbook and photo album. Works closely with the Director(s) and teachers to get up-to-date photos and stories. Must be able to stay within a budget and accurately account for all money spent. Familiarity with digital camera necessary.  



	President’s Assistant – 1 person
	Works with the Board President(s) of the preschool on issues potentially including parent participation schedules, family jobs, staffing, contracts, city of Albany issues, complaints, meeting agendas, insurance, evaluations, etc. 

	Publicity Assistant / Graphic Design / Website / CD/DVD – 1 person
	Assists in creating brochures, notices, flyers, banners, advertisements, press releases, newspaper ads, etc., concerning Albany Preschool.  Particular emphasis will be during Fall Open Enrollment and Summer Enrollment, and during the major fundraisers. May also assist in practical side of publicity (e.g., distribution of materials). 

Designs and maintains a website for Albany Preschool with input from the President and Vice President. Regularly updates APS home page to advertise all fundraising events, Open House, and enrollment. Works with Publicity Co-chairs to develop and manage membership access to digital photos. Compiles all digital photos taken by scrap-booking families and create sellable DVD/CD as an end of the school year fundraiser. Assists the Publicity Chairperson in publicizing the preschool and preschool events as needed.  

Must have graphic design and internet capabilities.  

Frequency:  as needed, with emphasis before events and enrollment and around major fundraising events. Add photos to DVD/CD on a regular basis-



	Purchasing – 4 people
	Work with Treasurer and Director(s) to develop a list of supplies needed (including, cleaning, kitchen, and bathroom supplies; art and office supplies; and snacks for the afternoon program). Ensures supplies are available at the preschool in the quantities needed and in time for the work parties. Purchasers coordinate the purchasing (from Costco, Target, etc.) of all supplies needed. Must be able to stay within a budget (shop economically at lower cost stores), and accurately account for all money spent. (Note that, when shopping at Costco, APS Costco card – rather than personal Costco card – MUST be used so that APS can accrue yearly Costco dividends.) 

Frequency: across 4 families, take inventory weekly, purchasing as needed, and/or requested by the Board members, Director(s), or teachers.



	Scholastic/T-shirts/E-Script Coordinator – 1 person
	Responsible for administering the e-script program.  See website http://www.escrip.com for details. Duties include advertising the program within the school, ensuring that all families understand e-scrip and its benefits to the school, maintaining a binder that contains e-scrip procedures and necessary reference materials, and creating a monthly report to the Treasurer. Distributes monthly Scholastic Book order forms, collects orders and payments, places orders with Scholastic, and distributes books to preschool families. Keep track of bonus points/coupons earned and, in consultation with the director, redeems them for books or projects for the preschool. Coordinates the yearly preschool T-shirt sales. Creates and distributes the t-shirt/sweatshirt order form, takes orders, places order with vendor, and distributes T-shirts to the families. 

Frequency: monthly e-scrip, monthly book orders (excluding December/February/June), 

T-shirt sale twice per year.

	Tour Guide – 2 people
	Tour Guide: Greets prospective AM or PM families and gives tours of the preschool.  Answers any general preliminary questions relating to the preschool. The time commitment for this job will vary and will require more time in November-January as families are attempting to choose a preschool.



	Work Party Coordinator – 2 total
	Oversees and coordinates three yearly work parties and any rescheduled work parties (due to weather cancellations, etc.). Work with other work party coordinator family to divide work party dates into three each.  Both will attend end of year clean up but divide day between two coordinators.  Oversees and coordinates the June End-of-Year Clean Up Work Party. Maintains the Work Party Binder and keeps records of family participation, the list of regular Work Party Tasks, and other information relevant to Work Party coordination. Communicates with families about their participation before each work party.  Issues timely work party reminders for the monthly newsletter. Is on hand at work parties and the End-of-Year Clean Up to open the school, purchase and set up refreshments, oversee completion of the work, troubleshoot if any problems arise, and close the school.  Works closely with the Maintenance Chairperson and the teachers to get a list of additional repairs and special projects to be done at the work party.  Maintains work party sign-in log and list of families requiring make up. Provides the Membership Chairperson with a list of families that are delinquent in work party participation.  

If deemed necessary by Maintenance Chairpersons, oversees and coordinates a May Makeup Work Party; is on hand for this work party as well.


