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[Quote information: 

The only real training for leadership is leadership. 

     Anthony Jay quotes 

Sir Antony Rupert Jay, CVO, (born 20 April 1930) is an English writer, broadcaster, director, and actor 
famous for the co-authorship, with Jonathan Lynn, of the successful British political comedies Yes 
Minister and Yes, Prime Minister (1980–88). (WIKI)] 
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With today’s joint session – Taking the Lead, we hope to provide new and returning volunteers with: 

 More skills  and tools for leading other parents in your local Association  

 More information on improving communications with your volunteers, parents, and school 
administration 

 

You will have the opportunity to attend one of the break out sessions: 

Resolutions: you will learn how resolutions make change happen and how you can create your own 
resolutions to lead issues from the local to the provincial level 

Volunteers: you will share and learn new ideas on how to effectively recruit volunteers and how to 
delegate the work 

Finances: you will learn safe and effective techniques for preventing problems around dealing with 
money and how managing the money is the responsibility of the whole Board through planning and 
reporting 
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Let’s look at where you can start building your support team. 

 

Your new “Best Friends”: 

Shirley - office resources 

•http://peihsf.ca/contact  

Executive & Board Members 

•in regions across the province  

•http://peihsf.ca/board 

Website 

• http://peihsf.ca/ 

Home and School Handbook 

Home and School Objectives – see Handbook p. 5 for Home and School Objectives 
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Your Association’s “Guidelines”:  Not all Associations have guidelines but they make it easier for volunteers to 
work together and makes for easier transitions year-to-year. If your group doesn’t have any, consider creating 
them. The Federation office has examples to make it easy. 

 

Minutes & Treasurer’s Reports:  Collecting the paperwork from previous years can be challenging. If you run 
into roadblocks, contact the Federation office for suggestions. 

 

Prepare by looking at the Federation website for: 

Resources – from funded opportunities to links to available resources 

• What's there to offer your group?  

• What would they like to promote in your community? 

 

Resolutions - check out: 

http://peihsf.ca/agm/resolutions to see read the Resolutions  

How does it apply to your school? 

Can it be promoted in the school? 

What follow-up questions does your group have about what is happening? 

You will be presented with a progress report on these resolutions at the semi-annual meeting coming up soon 
 

Resolutions Passed in the Spring of 2013 covered things like: 

• Participation in the SHAPES surveys and the sharing of information with parents 

• Call for a drug awareness program to be delivered in the schools, a continuance of the student drug survey, 
and addictions personnel in the schools 

• a call for formalized communications between the Home and School and Department of Education and Early 
Childhood Development committees 
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Time Line and Resolutions information are available online  http://peihsf.ca/calendars 
 
{click}  to next slide to show calendar  (if you cannot access it online) and then go 
back to read additional points 
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The school calendar is created by the Department of Education and Early Childhood Development 

The Home and School calendar adds in important events and deadlines from the Federation’s 
schedule 
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Create a money/financial plan (or budget) as you pick your activities for the year.   
Your Treasurer can track what you want to do and then fill in the costs for doing it.  This will tell your 
group how much money you may need to raise to do what you want to do. 
 
Remember: Fundraising is a "means" to get your plan done, it is not the PURPOSE of the Home and 
School Association  
see again -Handbook p. 5 for Home and School Objectives 

 

• Fundraising CAN be “how” you fund your work and not a goal in itself 

• Home and School Associations are not meant to be fundraising bodies for the schools 

• For best results, follow the Fundraising Guidelines in the Handbook 

 

How you “show” your plan to your members is up to you – meeting, newsletter, website, Facebook 

 

Allow for feedback (this can help you identify areas you may be missing AND help to find MORE 
volunteers) 
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Each person on the Executive Team takes a “leadership role” for their job description but it does not 
mean that they do it all on their own. 

 

Turn to p. 8 of Handbook 

 

Usually, you have a President and most of your Executive Team in place starting the school year. 

If you don’t have enough executive team members try this approach: 

1) invite others to help with a planning session, 

2) after the planning session, describe the roles of the empty Executive positions 

3) ask for volunteers – pause to allow people to really consider it, remind them that the “team” is 
here to help each other 

4) if no volunteers step up, ask the group to think about it for a while 

5) approach individuals after the meeting (you can try right after if someone looks promising or 
contact them within the next couple of days) 

6) ratify or vote on positions you fill at an open meeting for your Association – but the volunteer can 
start work right away 
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Information on tools for the President or Chair can be found starting on p. 8 of the Home and School 
Hand Book 
 
Your key roles during a meeting is to: 

Set the tone - be relaxed but keep things on track 

Prepare and lead meetings 

Follow an agenda to stay on track 
 
How to Run an Effective Meeting starts on p. 11 
Agenda sample starts on p. 13 
Handout: Meeting Checklist for Home and School Associations – Vicki 
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Holding off with your own opinion, or remaining neutral unless asked to "break a tie”, can be one of 
the toughest jobs of being the President.  
 
Why is it important to remain more neutral? 
• By keeping your opinion to yourself, or at least until the end of discussions, means that your opinion 
doesn’t cause others to be quiet or not challenge ideas 
• By keeping your mouth closed, you are better able to listen - REALLY listen - to what is being said 
and more importantly some times, what is not being said 

 

Start your meeting on time – if you wait "a few more minutes" for others to arrive, it can be 
disrespectful to those who arrived on time and are ready to start 

 

End when you said the meeting would be over 

• everyone has family to get home to and things to do beyond the meeting  

 

Keep track of what you decide and what you do as a group (the President/Chair shouldn’t wait for 
the Minutes – keep your own list) 

 

Take charge of reporting to the Federation – if you keep a list of motions and events updated every 
month, the reports to the Federation become very easy to do 
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Power of the Secretary – make the secretary an active meeting participant, not just the recorder 

 

Secretaries can help to keep things on track – they can  

• remind members when they need a motion,  

• keep track of when they have a motion in play,  

• know the history of what was talked about at previous meetings or  

• remind others if similar decisions have already been made 

 

Allow your Secretary to stop the discussion in order to complete the process and get wording down 

 

Secretary can ask for help with the wording 
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Pages 22-23 of Home and School Handbook – Sample Minutes 

 

Minutes record “decisions” not discussion and should also include: the date and who was at the 
meeting (although ALL Board Members/Executive Members are responsible for decisions of the 
group – so if you miss a meeting, you must read your minutes to know what happened in your 
absence) 

 

Minutes record “facts” not rumours – nothing should be written down that you cannot back up 

 

Should have enough detail to understand the intent – when someone else reads your minutes, they 
should be able to see: 

• why you needed a decision? and  

• what was the decision? 
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Motions capture important decisions so that  
• the group is clear on what you are discussing  
• decisions can be communicated to others, and 
• you have a record of decisions so you don’t keep going back to the same issues 

 

When should you make a motion?: 

• anytime you are making important decisions – like approving plans 

• When requesting to have the Federation take action or discuss something 
provincially – like resolutions 

• anything to do with financial change  

o approve a money plan or budget 

o spending or raising money not covered in the plan 

• a major deviation from your plan 

 

Check your Handbook (starting on p. 16) for information on: 

• “How to make a motion” 

• the Federation uses Roberts Rules of Order – if you would like more information on this process, 
contact the office 
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The Treasurer’s Role is to: 

 

• Help the Executive create a money plan for the year (budget) 

• Keep track of where the money goes 

• Ensure the accurate and safe handling of funds 

• Monitor how close you are to the plan/budget 

• Understand the fundraising guidelines  

 

See expectations of the Treasurer on p. 10 of Handbook and the Fundraising Guidelines on p. 26 

 

Don’t let this role become so overwhelming that you get stuck. It is easy to get behind in 
bookkeeping or get confused.  

Don’t let these situations trap you.  

Ask for help within your group. If help is not readily available, contact the provincial office for advice 
and assistance. 
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Even if you don’t have a formal “budget” you need to do some money planning. Have the whole 
Board involved in this process and get as much input from other parents as you can. 

 

After you know what you “want” and “need” to do – work with your Treasurer to answer: 

How are we paying for it? 

Do we need an additional fund raiser? 

Do we need to cut out some of our “wants?” 

 

 

A budget is an estimate – your best guess at this point – that you may need to adjust along the way. 
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Money to the Federation 

 

Associations pay a membership fee to the Federation: 

$50 for schools with under 200 students 

$100 for schools with over 200 students 

 

You get great value for you money as: 

• This fee means that you are part of a much larger group of parents – a stronger voice for concerns 
and suggestions. 

• It means that your questions and recommendations will be listened to by the Minister and the 
Department of Education and Early Childhood Development. 

• It means program opportunities like the Parent Engagement program are available to your school. 

• It means that you never have to deal with concerns or problems alone. 
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To have an effective local association, you need to know: 

• the concerns of local parents - Ask – by asking about the concerns of local parents, you may also 
find new volunteers 

• how to take advantage of what you do well 

• how to deal with issues where your local Association is getting bogged down 

• what the Federation has to offer 
 

Reporting to the Federation is actually sharing with each other.  
Local Associations report to the Federation so the Federation can respond to the needs of parents in 
your area 

• If you need help, there is likely help out there! Someone has already faced your challenge and may 
be ready and willing to help you. Reach out to neighbouring Associations or contact Shirley at the 
office (she knows a lot about what other Associations have faced, addressed, and conquered!) 
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You need to: 

Develop great communications skills – here is a chance for continuous growth and improvement for 
everyone involved 

 

All good relationships take work – this includes not taking anyone for granted 
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Communications is one of those things in life that can be continuously improving and requires 
constant care. 

How do you currently?: 

• Involve school administration 

• Engage your Board/Executive 

• Interact with other parents 

• Deal with problems 

• Say “thanks” 

 

ADD :  

In our technological age, we have many more technology communications options 

We all need to be familiar with the appropriate use of technologies for communications 

 

A rule of thumb on how NOT to use it includes: 

1. Do not use it for difficult discussions – blogs, email, FaceBook or texting are not easy ways to deal 
with sensitive issues 

2. Take ownership and be responsible for what is being said on any “Association” pages 
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At the heart of a great relationship is: 

 

Trust – that we all want what is best for the children and youth 

 

Collaboration – that there are areas where working together makes for better results 

 

Creativity – that we are willing to look for new solutions when we get stuck 

 

Partnering skills – that we all bring skills to the work we do together and should recognize and 
respect each others’ skills 

 

Communication – that contact and interaction are critical for when things are going well and for 
when things are not going well 

 

Leadership – that we accept our leadership roles and boundaries 

 – you are leaders representing the parent group and  

 -- the principal is the leader representing the school staff 
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Involving Principals (or other school administration) is a valuable and important part of Home and School 

 

Consider each new year a fresh start for everyone 

• Whether you had a good or poor relationship last year - or this is your first year – coming to agreement as a 
group and being clear in your plans with the principal helps everyone start off on the same track 

• If your experience was less that great last year – let those experiences go, don’t let them guide your new 
start (don’t forget, just forgive!) 

 

Agree on a direction among your own group before discussing it with the principal 

•  can help foster unity and consistency for all involved 

 

Ask questions to find out how a principal plans to handle parent communication and the best ways you can 
work with that principal 

 

Ask questions FIRST and listen to the principal’s answers: 

How would the principal like to handle parent communication? 

What are the best ways you can work with that principal? 

What are the principal’s expectations of the Home and School Association? 

What are the principal’s goals for this year? 

If your school is facing particular challenges this year, ask how you can help (before offering what you 
think you should be doing) 

 

Be clear that the role of the parents in the Home and School Association goes beyond the school-based 
volunteers that the principal may be looking for, so remember to ask about roles on planning committees (if 
that is where your group wants to be) 
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Ask the principal about the school objectives for this year 

• School Development reports are filed by principals each year including a set of School Smart Goals 
for each year 

 

If your principal has a written plan, ask to see it 

 

Your approach should be one of support – you have resources to help = the parents and a fundraising 
capacity 
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Your Association’s plan may have input from the principal but is not the principal’s plan 

 

Share your plan with the principal – who may have ideas to support your efforts 
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First: Define the issue – be clear on what the issue is – focus on it and not personalities or people. 
Discuss options with your group. 

 

Recognize and respect boundaries – you can follow the Home and School Federation Bylaw,  

understand that the Principal is responsible for rules and regulations within the school,  

and despite the fact that your tax dollars pay the wages, remember that you are NOT the Principal’s 
or Teachers’ boss 

 

Then: 

• Communicate with and inform the Principal about the issue and ask for suggestions for resolution, 
offer your options (if different) but be open to other suggestions;  

• Don’t assume that the Principal knows - educate the principal about the issue – sometimes they 
just don’t know; especially if it is about your Association’s process 

 

• Activate – if the above fails, there is always strength in numbers – communicate the issue and 
solutions to parents, gather their support and take it to the principal or have parents respond 
directly 

• Advocate – if you still are not getting a positive response from the principal, talk to the Federation 
office about next steps 
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• Recognize and respect staff time at your meetings 

 

• Keep the principal in the loop 

 Don’t let your principal be the last one to know 

 Do not assume that the principal: Reads the newsletter information, notices or other items 
that go out to parents – send info to the principal directly 

 Do not assume that the principal: Agrees with you just because information has been 
shared – if you want feedback, agreement or support, ASK for it directly 

 

• Respect each others need for time to respond 

 

• Respect boundaries 
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Good leaders know the resources they have available, the treasurer keeps the info. up to date 

 

Help the Executive create a plan for the year (budget) – we’ll talk about this more today 

 

Keep track of where the money goes 

 

Insure the accuracy and safe handling of funds – we’ll talk about some good practises that you 
should follow 

 

Monitor how close you are to the plan/budget 
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Fiduciary Responsibility is: 

A. A phrase that people use to impress you 

B. Hard to say 

C. The responsibility for appropriate use of the funds  

D. All of the above 

 

ANSWER: C or maybe D- all of the above 

 

All members of the Executive are responsible for the appropriate use of the funds  

 

Because of this shared responsibility, the Treasurer SHOULD get questions at each meeting – such as, 
are we on track with the budget? Have we overspent in any areas? Have we paid the bills that we are 
obligated to pay? 

 

Fewer questions are asked when good reports are prepared for each meeting.   

 

“Show” them how the funds are moving. 



Report at each meeting – we’ll discuss this more later 

 

Keep records up to date 

 

Prepare a year end report 

 

Talk to the President often  
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Because of this shared responsibility, the Treasurer may get a lot of questions at each meeting 

 

Fewer questions are asked when good reports are prepared for each meeting 

 

But sometimes, if the Treasurer is not providing information, is evasive when asked for details, or 
becomes hostile – Executive Members tend to back down. This is NOT a good sign. 

 

 

So “Show” them how the funds are moving. 

31 



32 



33 



34 

The Executive puts the budget together  

 

Prepare a budget by asking: 

What do we want to do?  

What are our obligations? 

Does our budget plan support the Home and School Objectives?  
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(Don't ask how much money we have - just yet - the group needs to decide what "good" the Home & 
School would like to accomplish and then decide how much money you need to do it.) 

 

The group needs to decide what "good" the Home & School would like to accomplish this year.  

 

Principal’s input 

• Don’t ask the principal “what do you need” but ask what the school’s plans are and decide how 
you might be able to help out. 
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Ongoing Home and School programs, do we continue them? (e.g. Class Trip, Teacher gifts etc.)  

Dues to the PEIHSF  

Associations pay a membership fee to the Federation: 

$50 for schools with under 200 students 

$100 for schools with over 200 students 

  

The PEIHSF dues are required no later than 
November 30th 

 

Registration for PEIHSF semi-annual and  annual 
meetings are due two weeks before the event 
 



How are we going to pay for all this? 

 

Now that you know what you “want” and “need” to do, ask -  how are we paying for it? 

 

Do we need an additional fund raiser? 

 

Do we need to cut out some of our “wants?” 
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Finally, does our budget plan support the Home and School Objectives? 

• If the activities you are supporting are NOT within the Home and School Objectives, you should 
not be supporting them AS a Home and School 

 

Share options: 

• Email to the group 

• Post on a FaceBook site or blog 

• Place copies on the volunteer’s bulletin board at the school 
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Review the budget with the executive committee/ Board. 

 

Does your membership approve? 

Getting approval from the membership protects you in your decision making.  

• Anytime you handle public funds, it is best to have the support of many when making decisions.  

• Offer people the opportunity to provide feedback or approval. If they choose not to respond, you 
at least provided the opportunity. 

 

 



What documents need to be maintained? 

 

• An item by item, dated list of money coming in and money going out (a Journal) – on paper or 
electronically (sample Excel spreadsheets are available through the office 

• Receipts 

• Processed and cancelled cheques  

• Bank statements (bring them to each meeting) 

• Treasurer’s reports 
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Keep it simple 

When you present to the Executive or the Membership, don't overwhelm or confuse them with the 
details that you are familiar with, give them the information they want. 
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Do we have enough money? (what came in) 

How much has been spent? (what was paid out)  

Are we doing what we said we wanted to do with the money?  

   (compare to your budget) 
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• Get the money to the bank as quickly as you can – yes, you should have a separate bank account 
for the Home & School Association 

• Keep a record of all money coming in and going out. 

• Maintain a paper trail - no money comes in without a  receipt being written and no money goes 
out without a bill or receipt. 

• Write cheques for everything possible – if you pay in cash, you are paying with YOUR cash 
and will need to submit a claim (paperwork) with the receipt or bill and have a cheque 
written to you for that amount 

• You may choose to have a petty cash – write a cheque to the person, they cash it and bring 
receipts to cover the whole amount or return undocumented amounts in cash 

• Have 3 or 4 signing officers and get two signatures on every cheque written 
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Most problems and hard feelings within an Association occur around money issues – money not 
accounted for properly, money transferred between people without records of what happened, 
discrepancies over amounts. 

 

To protect yourself as a money handler and to protect the Association’s funds – here are few simple 
rules to keep everyone happier. 

 

Never be alone with uncounted money 

 

Have at least two people count the money together - for your protection and for accuracy  

• If the money cannot be counted then and there – here is one protection method you can 
use: 

o place it in a envelope, seal it, and have a witness sign the seal to show that they 
saw you put all the money in the envelope, only open when you have two people 
to count it (the other should be a non-family member) and make sure they note on 
the envelope that it was still sealed.  

o Keep the envelope as evidence 

 

Have the invoice or bill attached to cheques before asking anyone to sign – for better safety, do not 
sign cheque with no “to” information or no $ amount. 

 

Anyone signing cheques should review the bank statement (along with the processed cheques) and 
sign off on each statement – make sure the cheque was written to the right person/group as the 
invoice/bill stated. Treasurer’s please note: Having invoices/bills attached to the bank statement 
would make this easier. Sign or initial each statement you have reviewed. 
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Whatever system you use,  if you track the flow of money in and money out you are doing a good 
job. 

 

If you can always report on how much money is available, then you are creating excellence in your 
H&S leadership. 

 

If you practice safe handling of funds, everyone in the H&S feels more comfortable helping out.   
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Recruit - you don’t have to do this alone 

 

If parents are not responding to broadcast calls for help or support, what can you do? 

 

When the Olympics were in held in British Columbia, it got people excited and involved all across the 
country– why was it so engaging? 

Key factors: 

• Regular communications 

• Created a desire to be involved in something bigger; creating personally  attainable goals in 
a perhaps unattainable event for most 

• Clear opportunities to participate 

• Distinct pieces of work 

 

…and like the picture shows, you can get others involved – even midstream or in unlikely situations 
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Publish Dates 

- After you decide on your calendar of meetings and events - post the calendar in the school newsletter and bulletin boards (at the school and 
electronically).  

- If you have monthly meetings, try to follow a consistent pattern (for example, the second Tuesday of every month) so your members can work the 
meetings into their personal routines. 

 

Allow Easy Access 

- Prepare a list of executive meeting dates, times, and locations, and distribute a copy to each officer.  

- Don’t assume everyone marked the dates in their calendars on the first mention of dates. 

- Post a list of all the officers and committee chairs, along with their phone numbers, in locations where all parents can find them.  

- Update the list as changes occur.  

- Make it easy for parents to know who to call with their questions. 

 

Don’t Scare Them Off 

- You’re likely to have a few new attendees for your first meetings of the year. Be positive and optimistic.  

- Make sure this meeting starts and ends on time. Don’t let it get bogged down; you don’t want meeting attendance to seem like a drag.  

- Be sure to explain to the attendees what they can expect from future meetings so they know the value of attending the next time.  

 

Help Them Get Involved 

- Identify a variety of ways members can get involved.  

- When recruiting volunteers, describe the time commitment and estimated workload so people know what’s expected and can select a job that suits 
their availability, their interests, and their talents. 

 

Show Off Your Successes 

- Create a display in the school lobby or other common area where you show ways the Home and School has benefited the school in the past.  

- Consider including photographs of engagement events, assemblies, and special projects; statistics of fundraising success; lists of items purchased with 
funds; thank-you notes received; testimonials from members and staff; and more.  

- If your association does not already “own” a prominently located bulletin board or display case, ask to take over an existing case or 
purchase and install a new one. Assure the principal that the Association will keep the display current and newsworthy.  

- Submit info to the school’s newsletter 

- Don’t forget the school website or any email opportunities 
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No one method is going to get all the volunteers you need so use as many ways as you can and 
recruit year round. 

 

Setting up an information and recruiting table at: 

- meet the teacher nights 

- parent-teacher interviews 

 

Send out a specific request through: 

- School newsletters – ask all parents who want to be kept informed to email you their contact 
information (parent’s name, grade of child, email address…) 

- Emails (does your Home and School have a parent email list?) 

- Using the school’s website 
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Ask teachers to recruit at parent-teacher interviews (goal to have 1 parent represent each class) 

Post meeting agendas in newsletters and websites to find parents with specific interests 

 

Try an area of focus: 

- New parents – not just young students but new to the community 

 

Consider community connections: 

- religious leaders, political leaders, media representatives, retired people (including retired 
teachers) 

- notice in community newspapers looking for specific skills 

 

Create your own newsletter or blog 

 

Thank volunteers regularly and publically 
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What do you say now to encourage people to join? 

 

What stops you from asking someone to help? 

 

Individual contact: face-to-face or on the phone, sends a message that you are serious about wanting 
that person on your team 

 

Challenge each executive member to bring a friend to the next meeting 
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Be clear about why you are asking for participation 

 

Refer to the goals of your association and school 

 

Link the specific goals to the skills and/or expertise of the potential member 

 

Ask for short term assistance in a specific area 

 

Mention that there may be opportunities for training 
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Let’s talk about what blocks delegating jobs… 

 

There is “thinking” that stops you: 

-There is no one else to delegate to. 

- I don’t know if I can trust her to do it. 

- I could do it better myself. He isn’t qualified to do it. 

- She doesn’t want any added responsibilities. 

- I don’t have the time to show anyone how to do it. 

- He already has enough to do. 

- I like doing this task, or I’m the only person who knows how to do it. 

- She messed up last time, so I’m not giving her anything else to do. 

 

Then there is “not knowing what to delegate”: 

{Ask the group what CAN be delegated} 

- Pieces of work 

- Fact-finding assignments – how do we go about this…; who do we need to contact for this…. 

- Preparation of rough drafts - of  ideas or event plans 

- Problem analysis and suggested actions for specific issues – what is the problem and what are some realistic  options for dealing with 
it 

- Collection of data for planning 

- Photocopying, printing, packaging 

- Creating email or mailing lists 

- Setting up an online communications site (connected to the schools webpage? FaceBook?) 

- Reminder calls  

- Things you are good at and do too much of – so take the time to train someone new 

- Things you are not good at (or don’t particularly like) but others are good at or enjoy doing 

- Tasks that provide opportunities for other to grow 
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Don’t delegate items that can be eliminated.  

 

How do you know if you can eliminate it? 

Ask your group: 

- Why do we do this – “because we always do” this is NOT a good enough answer 

- Do we still need to do this – has its time passed? 

- Is there something that is more important – that is not getting done because we are being held 
up by our past 
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Delegate the “thing”, not the “how” 

• Delegate the objective, not the procedure 

• Outline the desired results, not the methodology 

•Be clear on what the volunteer has authority to do – can they spend money, can they 
confirm a meeting date, can they offer the executives time commitment to something, can 
they say that the Executive will or will not do something 

 

Make sure the outcomes are clear 

•“we’d like you  to come to us with some options to consider”, “we’d like you to set this up 
similar to how it was done last time but feel free to make improvements “(or do you mean, 
but clear that through us first) 

• agree on what outcomes you call a “success” 

 

Be clear on what decision-making authority the person has 

• can they commit to changing a timeframe, people to help out, money? 

 

Outline known limits 

• timeframe, people, money - when should it be finished, are there critical contacts (like the 
school gym has to be booked through the office, the principal needs 2 weeks notice to 
provide a school representative to an event), how much money are they allowed to spend 
or commit 
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Ask if there is anything else they need to get started 

• They’ll tell you what they need 

• Don’t start by trying to tell them everything 

 

Ask people to report progress 

• Set interim deadlines to see how things are going 

 

Let others know who is the lead (in charge of the task) 

• resist the urge to “help” or handle it - always redirect to the person in charge 

 

Give praise and feedback during reporting and at the end of the project 
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Orientation – give EACH new person: 

- A personal welcome note 

- Background information – bylaws, guides, reports, any plans, names and contact information for 
Executive Members 

- Welcome them when they arrive at their first meeting, introduce them to others in the room 

 

Mentoring - a mentor can: 

- phone ahead and advise the new members of the ongoing work of the group, share resources and 
answer any questions the new person may have 

- offer to accompany the new member to the meeting 

- introduce the new member to the others informally before the meeting starts 

- provide ongoing support and encouragement to take on new jobs and initiatives 

- maybe car pools would help 

 

Training and Development - opportunities for learning, developing and improving, as a group or as 
individuals, may be an attraction and can revitalize current member enthusiasm 

- Consider your groups needs and invite a speaker or investigate training opportunity that will meet 
your needs. Try to keep it to a maximum of two hours, with a refreshment break. 

- Opportunities for growth can also happen when volunteers represent parents on schools 
committees 

- Bring additional volunteers to Federation events (where possible) 
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Productive Meetings – keep it focused and stay on time but allow for some creative thinking time  

Try to make meetings as convenient as possible for parents: 

- Rotate meeting nights  

- Parents may have children at more than one school – try to set meeting dates that don‘t conflict 
with meetings or events at feeder schools 

- Provide babysitting for parents with young children – ask high school students to help with 
babysitting and offer them community service hours 

 

Recognition – from a simple thank you for being there to a public recognition for hard work, well 
done – there are many ways to recognize volunteers 

- invites to student performances as guest/guests of honour 

- handwritten notes of thanks or a special phone call of thanks 

- acknowledgment of accomplishments in school newsletters, on bulletin boards or at assemblies 

- students‘ notes of thanks 

- an annual event of celebration, such as a luncheon or coffee party 

- a scrapbook or photo album 

- a volunteer wall of fame in the school 

- names and thanks posted on the school Web site 
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Succession Planning - Succession planning is something that people involved in an organization don‘t 
think about too often, yet it is a very important aspect of ensuring the continuation of the Home and 
School Association 

- Watch for leadership qualities in your volunteers 

- Tell the volunteer about the qualities you see 

- Ask the volunteer to assist you on key pieces of work 
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You are not alone – part of your power is belonging to a much larger group – the Federation 

 

When you need advice or help – it’s there: website resources, Federation office staff, talking to other 
Association Executive Members 

 

 

Resolutions: When you can’t affect change at the local level, you can take your issues to the 
provincial level 
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