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PARENT INFORMATION

PARENT DUTIES AND RESPONSIBILITIES

I. Parents are required to attend parent meetings, Orientation meetings and the Spring All-School meeting.  In case of necessary absence, the parent shall notify the Class Chairperson and Parent Instructor.  One excused missed meeting is accepted per school year.  If a second parent meeting is missed, the parent must choose one of the following makeup options:

A. Attend another class’s parent education meeting.

B. Attend the next regularly-scheduled Board meeting.

C. Do an assigned reading and share information at next parent meeting.

D. Complete other makeup work negotiated with the parent instructor.  The meeting missed must be made up prior to the next scheduled parent meeting.

II. Parents shall be required to assist the teacher on regularly scheduled days and arrive early as requested by the teacher. Parents shall be responsible for a substitute if he or she cannot come on the scheduled day.  Keep in mind that working shorthanded puts unnecessary pressure on the children and the other working parents. (See XI of this section for rules for substitutes)

III. The preschool insurance only covers enrolled students.  Do not bring non-enrolled children to class.

IV. Parents shall be expected to either serve on the Board or hold an All-School or class job.

V. Parents are required to pay preschool tuition monthly to the Class Treasurer by the scheduled due date.  Annual tuition is divided into nine equal payments.  The Green River Community College (GRCC) tuition is paid quarterly directly to GRCC.  The first and last months’ tuition will be paid at Fall Orientation or upon enrollment (if enrollment occurs after Fall Orientation).  

VI. Parents are required to participate in fundraising events and/or donate a monetary amount as determined by the Board each year based on our annual budget and enrollment. This is a per family obligation. Families will be informed of this amount at the Fall Orientation meeting or upon enrollment.  Families shall be required to complete their fund raising obligation by the end of the last fundraising event.  

VII. Parents of more than one child enrolled in the preschool in more than one class shall be responsible for parent duties for each child. This includes attending parent meetings, working in the parent work schedule and holding a class job for each class.  A Board position or All-School position may be substituted for 2 or more class positions.

VIII. Occasionally, children require more intensive, one-on-one adult supervision or assistance in the classroom.  Ultimate responsibility for providing supervision coverage (when the teacher or parent educator feel that it is necessary) is that of the parent.

IX. Parents shall be required to complete and return forms as requested by the preschool including, but not limited to, the following:

A. Immunization Record

B. Emergency Consent Form

C. Field Trip Driver Information Form

D. Child Release Form

E. Permission to Photograph

F. Parent Agreement Form

G. Copy of driver’s license and proof of insurance.  These will be kept in a secure place and returned at the end of the year.

NOTE: Parents shall be responsible for updating the information on these forms as needed during the school year.
X. Parents shall be required to follow the preschool Bylaws that are provided as a guideline for proper organization of our preschool.

XI. Parents can use an alternate working adult to assume their required work schedule and/or substitute for them in class, but only after the alternate working adult has completed all preschool requirements and risk management training.
XII. Parents are required to fulfill their classroom cleaning duties (usually twice a year) as assigned by the Executive Housekeeper.
FINANCIAL AID

The purpose of the Financial Aid Fund (FAF) is to assist families who need financial help in meeting tuition costs.  Based upon the need of the family, full or partial tuition may be available from GRCC and/or Benson Hill Co-op Preschool (BHCP).  The following requirements must be met by the families requesting aid:

I. Application for financial aid from GRCC should be made by the individual through submission of an aid application to the Executive Treasurer and the GRCC Instructor.   This is a confidential process and the applicant’s name will be known only to the Executive Treasurer and the GRCC Instructor.  An applicant must be a student in good standing for at least two (2) months to apply for financial aid from Benson Hill.  Contact your GRCC parent Ed. Instructor if an application is required. 

SAFETY

I. If someone other than the parent is picking up a child to take home that adult must be authorized on the parent Child Release Form or have written permission prior to being released.  The teacher will ask for photo ID if she does not know the authorized person.  The child will remain at school until the designated person arrives.

II. In order to protect the co-op staff, parents and the children, no adult (including the teacher) shall be alone with a child or children where they cannot be observed by other adults.  This includes the bathroom, in the classroom, on field trips, after hours, etc.

III. In accordance to GRCC policy, all adults who work in the class are required to view the Risk Management Video before working in the class or read and sign the summary form.

SNOW POLICY AND SCHOOL CLOSURES

I. If local news states that Kent School District schools are running late or closed due to weather, all BHCP classes will be cancelled for the day.  

II. All other school closures shall be decided by the teacher, Director and the Class Chairperson.  Parents will be notified by the telephone committee.  

III. All classes will have the option of making up any lost days over the allowances mentioned in A & B below by the end of the normal school year.  This decision must be made by a majority vote of class members and presented to the Board and teacher for approval.  In the event of a school closure the following guidelines apply:

A. Classes which meet one day a week:  one missed class will be excused and no make up days are required.

B. Classes which meet more than one day a week:  two missed classes will be excused and no make up days required.
IV.
Cancellation of Board meetings will be decided by 5:00pm on the day of the meeting based on a board decision and planned attendance.
REMOVAL POLICY AND PROCEDURES

Although Benson Hill Cooperative Preschool prides itself on the cooperative effort of the teachers, parents and GRCC Instructors for its success, occasionally a parent/child must be removed from the school.

I. Causes of removing a parent/child  from the preschool may include the following:

A. Nonpayment of tuition and fees.

B. Not attending monthly parent education meetings or fulfilling makeup obligations.

C. Not working at the preschool as scheduled and failing to provide a substitute.

D. Failure to fulfill Board, committee or member duties.

E. Theft or destruction of property belonging to preschool, teacher, or student.

F. Repeated late pick-up of child(ren).

G. Consistent inappropriate behavior involving harassment or possible injury towards a parent, teacher or child.

H. Neglect of duties as described by the Policies and Procedures.

II. Procedures that will be followed when a problem or issue arises:

A. If the Class Chairperson, Teacher or GRCC Instructor becomes aware of a problem, the aforementioned members will collectively meet.  If determined appropriate, a verbal warning will be given to the parent(s) involved.

B. The parent’s response will be documented by the Class Chairperson in writing and submitted to the Director within 10 days.

C. If the problem continues after the verbal warning, the Director will mail a written warning placing the parent/child on a probationary period to be determined by the Teacher, GRCC instructor and  Director.

D. If the problem continues after the written warning, a vote for removal will be made by the Board.  The vote will be cast through a written ballot.  This Board meeting will be closed to all school members except the Board members, teacher(s) and Parent Instructor(s). The parent involved has a right to attend this meeting and has the right to address the board prior to the vote.  Decisions reached at this meeting are final.  

VOLUNTARY PARENT WITHDRAWAL

In the event a parent wishes to withdraw from the preschool, the following policies are exercised:

I. Contact Person

A parent wishing to withdraw will inform the school registrar and their class chair, and complete the parent withdrawal form provided by the registrar before their withdrawal process will begin.

II. Registration Fees 

All school registration fees are non-refundable.

III. Green River Community College (GRCC) tuition
Refunds are allowed based on current GRCC policy.
IV. Benson Hill Cooperative tuition 
Upon withdrawal from the class, advance tuition is refundable if two weeks’ notice is given.  May tuition will not be refunded to members who withdraw after March 1st.  

The parent shall return the all-school/job notebook to the Class Chairperson prior to receiving any refunds.  Fees due to lost notebooks will be deducted from refunds sent to the parent.

V. Fundraising 
In the event of early withdrawal from the preschool, the amount of fund raising owed will be prorated according to the number of months in attendance. If any further fund raising is owed, it will be deducted from the prepaid last months’ tuition held on account prior to any refund being issued to the family.

Benson Hill Co-op Preschool

Notice of Intent to Drop

Parent’s Drop Checklist:

· Tell child’s teacher and Parent Instructor of intent to drop.

· Complete this form and give it to the Class Chairperson.

· Return any books you have checked out from the school library.

· Settle accounts with the Treasurer.

As of _____________________________ (today’s date), I am giving 2-weeks notice of my intention to withdraw from the Benson Hill Cooperative Preschool.

Child’s Name ______________________________________

Child’s last day of class ______________________________

I am withdrawing from school because ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature and date__________________________________

Note: By not giving a two-week written notice of your intent to drop, you may be forfeiting any refunds due to you.

For preschool use:

The following people have been notified:

· Teacher

· Parent education Instructor

· Class Chair

· Parent Coordinator

· Class Treasurer

· Executive Fund Raiser

· School Treasurer

· Registrar (keeps form on file)

TEACHER INFORMATION

AGREEMENTS

I. Teacher agreements will be renewed no later than June 1st and will be in effect September 1st through May 31st. Kindergarten teacher agreements will be in effect per the Kent School District calendar.
II. Salary increases will be based on the teachers years of experience/expertise, years of employment with Benson Hill Cooperative Preschool, years of education, and current preschool enrollment with regard to the current preschool income.

ADDITIONAL PAY

I. In order to be paid for hours worked over those contracted; the teacher must have prior approval from the Director.  In the event the Director is unavailable, the co-director may give approval.  The approving person must document the approval and the Executive Treasurer must be notified.

II. A teacher may be asked to increase their class size if the Board determines it necessary.  Any change in compensation will be determined at that time.

PAYMENT OF SALARY

I. Time sheets will be filled out with the actual hours worked during each salary period, as defined in the current contract.  Payment will be made for the hours contracted and/or previously approved hours.  Time sheets will be received by the Executive Treasurer by the last day of each month.

II. Upon receipt of the time sheet, checks shall be issued no later than the 5th of each month. 

PETTY CASH

I. Petty Cash is to be used for the purchase of materials needed for special projects or snacks not normally available in the preschool inventory.  A fair portion of special snack ingredients will be provided by the parent responsible for snack.

II. An itemized petty cash form with receipts attached must be filed with the Executive Treasurer at the end of each month.  The Executive Treasurer will issue a check for the next month’s petty cash account along with the teacher’s payroll check.

TEACHER’S CHILD AS A STUDENT

A teacher may not have his or her own child as a student in the class they are teaching.  However, a child is eligible to register for another class appropriate for his/her age; the teacher then becomes a parent with all the privileges and responsibilities as outlined in the preschool documentation.  The teacher will be required to pay all registration, college, and tuition fees and will attend all parent meetings.  

SUBSTITUTE TEACHERS (amended 11/99)

Within the first quarter of each school year, it is the responsibility of the Board and teachers to develop a list of substitute teachers.  A copy of the list should be given to all teachers at the school and all Class Chairpersons.  In the event of absence it is the teacher’s responsibility to contact a substitute from the list.  

If the teacher is not able to be in class he/she will make arrangements for a substitute.  Compensation or tuition reimbursement in an amount determined by the Board may be provided to substitute teachers.  The parent must complete a Substitute Teachers Pay Form and place it in the Executive Treasurer’s file.

With regard to school closures:

 If the teacher is not able to locate a substitute then class is officially cancelled and the outlined procedures will be followed:

1) Teacher calls the class chair person to inform them of class cancellation.

2) Class chair calls the telephone person with instructions to call each class parent to inform them of cancellation.

3) Class chair calls the director to pass on the information.

4) Telephone person contacts each person responsible for dropping child off at preschool to inform them of class cancellation.

*There must be one or more adults (teacher, parent or parent ed instructor) with current CPR and First Aid certification in the classroom on-site.

SCHOOL MEMBER JOBS

HOW THE BOARD IS ELECTED

I. The Board will appoint a nominating committee by March for elections in April.

A. This committee’s responsibilities include: soliciting interest, advertising with nomination posters, collecting nominee applications, advertising and encouraging attendance at the all school meeting, and overseeing the voting process. 

B. Nominations may be made from the school membership with the nominee’s permission.

C. Individuals may nominate themselves.

D. Interested persons must submit a nomination form to the nominating committee prior to elections.

II. Board elections shall be held during the April All-School meeting.  Nominees are elected by a two-thirds majority vote of the membership.  Present or total? Newly elected Board members shall be announced at the All-School meeting and the results will be posted.

III. No individual Board member may serve more than two (2) consecutive terms in one Board position. Exceptions to this would be considered at the All-School annual Spring Meeting and decided by an all-school vote.

HOW ALL OTHER JOBS ARE ASSIGNED

Any non-board positions will be chosen on a first-come, first-served basis.  The first opportunity to sign up for class jobs is at the Spring Orientation meeting.

ALL-SCHOOL BOARD POSITIONS (elected positions)

The Board shall serve as a liaison between each class and the school.  The Board shall consist of the Director, Co-Director, Executive Secretary/PAC Rep, Registrars, Executive Treasurer, Executive Housekeeper/Buyer, Executive Librarian, Health & Safety Coordinator, Executive Fundraisers, Marketing Coordinator, Class Chairpersons and Communications Coordinator. 

BOARD MEMBERS

I. The Director and Co-Director duties shall include, but are not limited to, the following:

A. Planning and conducting Board meetings.

B. Coordinating programs between classes.

C. Serving as liaisons between the preschool, college, and the host facility.

D. Negotiating contracts with teachers.

E. Negotiating use agreements with the host facility (or landlord).

F. Publishing a calendar of known events for discussion and voting at Board meetings.

G. Performing general executive duties.

H. Participating on Personnel and Budget Committees and any other committees they deem necessary.
I. Sends Risk Management Special Events Form to GRCC Program Director one month prior to event.

To aid transition from one Board to the next year’s Board, the Co-Director shall become Director with a new Co-Director serving.  The Co-director has the option of refusing Directorship if unable to commit to the preschool for another year.

II. The Executive Secretary/ Parent Advisory Council (PAC) Representative duties shall include, but are not limited to, the following:

A. Assisting the class Parent Coordinators.

B. Taking minutes at the Board meetings, providing copies in a timely manner to the Board members, and posting a copy on the school bulletin board.

C. Performing general correspondence duties as needed.

D. Performing general executive duties when needed.

E. Coordinating class pictures for all classes. 

F. Actively participating on the Parent Advisory Council and its various committees (quarterly meetings or as needed).

G. Participating with the PAC in review of scholarship applications.

H. Attending preschool Board meetings as needed to report on PAC activity and organizing the preschool involvement where required.

I. Keeping the preschool apprised of state government and GRCC issues affecting the co-op program.
J. Acting as the bank reconciliatory: balancing the monthly savings and checking accounts

K. Performing general executive duties when needed.

III. The Registrar duties shall include, but are not limited to, the following:

A. Registering all members.

B. Keeping a current master list of all classes.

C. Collecting the registration information.

D. Distributing current copies of each class’s enrollment to the school  membership.

E. Performing general executive duties when needed.

IV. The Executive Treasurer duties shall include, but are not limited to, the following:  what about a job description for Susan’s job?
A. Paying expenses, including payroll or upon board approval, forwarding monthly payroll information to payroll company who will process the teachers’ payroll, file quarterly tax forms, tax returns and W 2’s.

B. Working with individual Class Treasurers to collect and record all tuition and fund raising money. 

C. Developing and updating the preschool budget.

D. Supplying monthly financial reports to the board.

E. Preparing year-end report for GRCC and prepare books for year-end audit.

F. Checking and distributing mail.

G. Filing quarterly payroll tax forms, tax return and W-2’s.

H. Serving on the Budget and Personnel committees.

I. Creating calendar for next school year.

J. Performing general executive duties when needed.
V. The Executive Health & Safety Coordinator duties shall include, but are not limited to, the following:

A. Initiating and overseeing safety and hygiene measures.

B. Ensuring first aid supplies are stocked and current.

C. Ensuring emergency supplies are stocked and current including emergency food, comfort kits and other first aid emergency supplies.

D. Performing quarterly safety inspection of classroom and reporting hazardous conditions if necessary.

E. Working with teacher to perform safety drills.

F. Updating and posting safety board in classroom.

G. Organizing, maintaining, and ensuring follow thru of the risk management book.

H. Reporting results of periodic inspections to Green River Community College. 

I. Performing general executive duties as needed.

VI. The Executive Fundraiser duties shall include, but are not limited to, the following:

A. Coordinating all fund raising efforts done by the preschool.

B. Tracking each family’s fund raising contributions and providing periodic updates.

C. Performing general executive duties when needed.

D. Coordinating and overseeing All-School Raffle/Auction.

VII. The Class Chairperson duties shall include, but are not limited to, the following:

A. Representing the class at the monthly Board meetings or providing a substitute if necessary.

B. Planning for and presiding at the monthly parent meetings and orientations for the class.

C. Using the published calendar to inform parents of upcoming events to solicit discussion and/or a class vote if warranted.

D. Serving on the nominating committee.

E. Monitoring parent responsibilities including collection/review of required forms.

F. Making sure parents are aware of their responsibilities and that they are being fulfilled (see Parent Duties section).
G. Assisting the teacher in locating a substitute teacher in the event of the teachers absence.

H. Appointing committees for duties needed for the operation of the preschool.

I. Orienting new parents, including risk management movie or summary.

J. Performing general duties when needed.

VIII. The Marketing Coordinator duties shall include, but are not limited to, the following:

A. Publicizing the preschool program as necessary including creating and distributing brochures, signs, and newsletters/newspaper advertisements.

B. Coordinating preschool participation in various community activities which serve to promote/publicize the school (i.e. community events, fairs, etc.).

C. Performing general executive duties when needed.

D. Facilitating T-shirt selection and sales.

IX.  The Communications Coordinator duties shall include, but are not limited to, the following:

A. Collecting information from class Parent Coordinators highlighting upcoming events and providing relevant publications in an all school monthly newsletter and publishing and distributing this newsletter to all members of the co-op including parents and teachers on a monthly basis.
B. Maintain and update the school website.
C. Performing general duties as needed.
ALL-SCHOOL
Non-Elected Positions
I. The All-School Librarian duties shall include, but are not limited to, the following:

A. Organizing and maintaining the parent library.

B. Organizing and maintaining the children’s library.

C. Conducting annual book inventory in April.

D. Inspecting and maintaining books for any needed repairs.

E. Organizing/distributing book club orders.

F. Performing general duties as needed.
II. The Buyer duties shall include, but are not limited to, the following:

A. Coordinating the purchase of materials, equipment, supplies and restocking when appropriate.  Assist with finding help for repairs when necessary.

B. Maintaining and updating preschool inventory lists.

C. Help the Executive Housekeeper with Organizing classroom set-up and pack-up at the beginning and end of each school year.   
D. Performing general duties when needed. 
III.
The Housekeeper duties shall include, but are not limited to, the following:

A. Coordinating the maintenance and clean-up of the preschool facility, including the monthly parent cleanings.

B. Tracking materials, equipment, and supplies, and coordinating with the Executive Buyer when purchases are needed.

C. Maintaining and updating preschool inventory lists.

D. Organizing classroom set-up and pack-up at the beginning and end of each school year.

E. Performing general executive duties when needed.

IV. The Pet Caretaker (from the 3’s or AM/PM Pre-K classes) duties shall include, but are not limited to the following:

A. Cleaning out guinea pig cage and filling water bottle weekly.

B. Soliciting volunteers from 3’s, AM/PM Pre-K and Explorers to take guinea pigs home on weekends and school holidays.

C. Creating and distributing weekend/holiday caretaking schedule on monthly basis.

D. Checking available amount of food, bedding, vitamins and other supplies and notifying Executive Buyer if anything needs to be purchased.

E.
Making sure all pet supplies are available before families take guinea pigs home for the weekend.
CLASS LEVEL

Class Jobs (non-elected positions)
The following is a description of the various class positions and/or committees that are available within the preschool.  This is primarily a guideline; individual classes may adjust job titles and/or duties as needed to accommodate the particular needs of their class.

I.
The Parent Coordinator duties shall include, but not be limited to, the following:

A. Scheduling parent work days (the number of working parents needed will be determined by the teacher with input from the class members) and tracking schedule changes/days worked and reporting to the teacher, Class Chairperson and GRCC Instructor as necessary.

B. Submitting articles and reporting class news and happenings to the Newsletter Coordinator for inclusion in the monthly newsletter.

C. Performing general duties when needed. 

II. The Classroom Photographer duties shall include, but not be limited to, the following: 

A. Purchasing and/or creating/researching ideas for layout and content of class memory books.

B. Coordinating/organizing “memory book nights” for the class.
C. Photographing the class, special days, and field trips.

D. Performing general duties when needed.

V.
The Classroom Assistant duties shall include, but not be limited to, the following:

A. Assisting the teacher with projects throughout the year such as cutting projects, making playdough, mixing paints or anything else required by the teacher.
B. Advising the Housekeeper and Buyer of any equipment that needs replacement or repair.

C. Keeping dishes, play clothes, doll clothes clean and repaired.

D. Checking weekly to see that towels and rags are laundered.

E. Checking weekly to make sure the snack cabinets have ample supply of cups, napkins, rags, and sponges.

F. Performing general duties as needed.

G. Assisting All-School Librarian with the annual book inventory in the Spring.
II. The Special Events/Communications Coordinator duties shall include, but not be limited to, the following:

A. Coordinating snacks and invitations for special events such as Family Night, parent socials or as requested by your teacher or Class Chairperson.

B. Supplying special foods, gifts or decorations as determined by your teacher.

C. Writing thank you notes to any outside helpers.

D. When necessary, notifying parents, teachers and/or GRCC Instructor of, but not limited to, the following:

1. Upcoming meetings

2. Excursions

3. Cancellation of school (snow closures, etc.)

4. Miscellaneous school activities

5. Special materials needed by the children for a preschool project or activity

6. Reminders for tuition

E. Performing general duties as needed.
III. The Excursion Coordinator duties shall include, but not be limited to, the following:

A. Working with teacher and parents to obtain excursion ideas.

B. Making arrangements with facility to be visited.

C. Setting up and maintaining a file of emergency forms for the children in the class.

D. Making arrangements for the driving parents.

E. Posting notes of time, place and special conditions for field trips.

F. Making arrangements for any admission/parking fees.

G. Writing thank you notes to any outside assistance.

H. Performing general duties as needed.
I. Sending risk management field trip form to GRCC Program Director one month prior to event

Fundraising Committee    The Executive Fundraisers direct the activities of the Fundraising Committee members listed below.  The committee jobs and number of people needed for each area are subject to change as determined by the Executive Fundraisers.

IV. Class Fundraiser Communicator /Class Project and Basket Coordinator (1/class):  Acts as the  contact person for their class, answers questions about all fundraising activities.  Delivers auction items collected from class to the Executive Fundraisers.   Organizes the class basket to be donated to the auction from their class.   Collects items from parents and arranges the basket.   Assists teacher in organizing class project to be donated to the auction.   Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction.

V.  Entertainment Book Coordinator and Auction Volunteer (2 /school): Coordinates sample book distribution to all parents, and assembles E.B. letters and packets for all BHCP families. Organizes distribution of sold orders. Acts as the contact person for this fundraiser.  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction.

VI. Hop-A-Thon Team and Auction Volunteers (2 /school): Coordinates, assembles Hop-A-Thon letters and packets for all BHCP families. Assembles item to hop with and/or thank you gift for participating for each child.  Acts as the contact person for this fundraiser.  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction.  

VII. Auction Procurement Team (4-5 / school): Updates procurement form to include "email address" and sends out mailing for donations to previous donors.  Tracks and enters all details of donations. Makes follow up phone calls on parents’ leads of potential donors and leads on those businesses that haven't responded by a certain date Creates flyers/teasers of procured items (silent and live auction) on email and/or on paper up to the week of auction.  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction.  
VIII. Auction Decorations (2/ school): Organizes all decorations for auction. Procures, creates and designs layout of decorations in auction location. Creates generic signs for different areas as appropriate (Food, Check-In/Registration Auction A, Auction B, Raffle, etc). Assembles and displays decorations before auction and removes them after auction.  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction.  

IX. Auction Invitations and RSVP (2 / school):  Designs, procures materials and creates paper invitations.   Sends invitations to alumni and others on mailing list.  Places invitations in mailboxes at preschool.  Creates an evite version of the invitation to send to businesses and friends of BHCP online.  Tracks all RSVPs. Creates bidder #s and nametags.  After Executive Fundraiser approves agenda timeline, designs and makes programs for night of auction.  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction. 
X. Auction Raffle and Thank You Team (2 / school):  Creates and assembles Raffle packets and distributes to all BHCP families.  Prepares and sends thank you letters for personal (directly connected to BHCP) and business contributions/donations. Handles any other miscellaneous thank you items (like being the contact for after auction thank you in BHCP newsletter or thank you's for program before auction).  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction.  
XI. Auction Entertainment (2 /school): Organizes, creates and handles collection of all items (like photos of students or student art from class photographer) and compiles for auction night entertainment (i.e. Slideshow or Power Point presentation).   Or creates, designs and organizes another event for entertainment at the auction.   Runs the entertainment segment at the auction.  Assists with auction activities such as setup, take down, running for raffle items, running for check out, bidder sheet closing, etc. on the day and/or evening of the auction. 
XII. Auction Food Planning and Preparation (4-5/school):  Creates a menu, organizes and prepares food/drink, utensils, cups, plates and napkins.  Procures or purchases all food and necessary supplies before the auction.  Coordinates food and Kitchen set-up the morning of the auction.  Prepares and serves food.  Coordinates volunteers and kitchen clean-up after auction.
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