Quispamsis Elementary School

Home and School Executive Roles 
Secretary
Responsibilities/Duties:

· Keeps a record of the minutes/correspondence;
· Records the minutes of both executive and regular meetings; 
· Send a copy of the minutes to all executive members for review and posting on the school’s website

Treasurer
Responsibilities/Duties:

Custodian of funds of the Home and School, specifically:
· Responsible for banking activity as a signing officer for the Home and School Association;  
· Collect all monies flowing to, and disburse monies as allocated by the Home and School Association; 

· Keep official records of receipts, expenditures, deposits, withdrawals, cheques, etc.; 
· Submit financial reports showing receipts, disbursements, and balance on hand, at the monthly Executive Meetings and the Bi-Annual General Meeting of the Association.

Communications
Responsibilities/Duties:
· Responsible for keeping parents, school administrators and teachers informed on Home and School issues, initiatives and events by developing announcements and information updates, which in turn will be posted, via the school administrator, to the school website, school newsletters, voicemail and QES Families Facebook page; 
· Act as a community liaison, informing local media or organizations of issues, initiatives and events hosted by the Home and School.
