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PALS Positions—matches each category in ptoffice 

Page Position   Page Position 

1 Confidentiality Statement     

3-4 Frequently Asked Questions (FAQs)     

     BLOCK PARTY-continued 

 AUCTION   12 Coordinator—Talent Show 

5 Chairperson   12 Coordinator— The Crew 

5 Chair Elect   12 Coordinator— Clean Up  

6 Past Chair   12 Coordinator—Solicitation of Sponsorships 

6 
Silent & Live Auction Solicitation and 
Coordination   13 The Crew—Bartenders 

6 Solicitation for Sponsorship & Underwriting   13 The Crew—Carnival Game Workers 

7 Beverage and Food Service   13 The Crew— Food Prep Assistants 

7 Database Chair and Assistant   13 The Crew— Food Stand—Grill Persons 

8 Classroom Basket  - Lead   13 The Crew— Food Stand—Vendors 

8 Classroom Basket Coordinators– Dept.   13 The Crew— Food Stand—Kitchen Clean Up 

8 Classroom Art Project—Lead   13 The Crew— Marketing Support 

9 Classroom Art Project Coordinators-Dept   13 The Crew—Sugar Shack Assistants 

9 Decoration Chair   13 The Crew—Clean Up 

9 Decoration Committee   13 The Crew—Set Up 

10 Ticket Sales   14 The Crew—General 

10 Support Staff     

     BOARDS 

 BLOCK PARTY   14 Advisory School Board—appointed 

11 Chairpersons   15-18 PALS Board—appointed 

11 Coordinator—Bartender     

11 Coordinator—Cake Walk    CLASSROOM 

11 Coordinator— Carnival Games   18 Classroom PALS 

11 Coordinator—Field Games   19 Science PALS 

11 Coordinator—Field Games Coordinator     

11 Coordinator  - Food     DEPARTMENT POSITIONS 

12 Coordinator—Fun House   19 At-Home PALS by Department 

12 Coordinator— Marketing   19 Bulletin Board Creators 

12 Coordinator—Sugar Shack   20 Department Coordinators 
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PALS Positions—matches each category in ptoffice 

Page Position   Page Position 

 DEPARTMENT POSITIONS—cont.    PARISH POSITIONS—cont. 

20 JH 8th Gr Trip Fundraising Coordinators   24 Vacation Bible School Director 

20 JH Graduation Dance Chairpersons   25 Vacation Bible School Coaches 

20 JH Graduation Reception Chairpersons   25 St. Vincent de Paul Food Drive Team 

21 Set Up Classroom PALS     

21 Set Up/Close Down Classroom PALS    MISCELLANEOUS 

    25 Art Show Coordinator 

 LUNCH   25 Artsonia Coordinator 

 21 Lunch PALS—Kindergarten only   26 Athletics—Track and Field PAL 

21 Lunch Leads   26 Book Fair PALS 

21 Lunch Monitors   26 Break Room PAL 

22 Lunch Servers   26 Catholic School Week PALS 

    26 Choir PAL 

 OFFICE / HEALTH ROOM   27 Christmas Concert/Las Posadas PAL 

22 Health Room PALS   27 Ice Cream Social Events PALS 

22 Marketing PALS   27 Maintenance PALS 

23 Office PALS   27 Maintenance Summer PALS 

23 Uniform Swap/Sale Coordinator   28 Mass PALS 

    28 New Family Ambassador Committee 

 PARISH POSITIONS   28 Playground PALS 

23 Catechist  29 Special Projects Coordinators 

24 Catechist Assistants  29 Special Events Coordinators 

24 Collection Counters  29 Yearbook PAL 

24 Collection Counters II    
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Mission Statement 

{ǘΦ /ȅǊƛƭ ƻŦ !ƭŜȄŀƴŘǊƛŀ Y-у {ŎƘƻƻƭΣ  όŀ ƳƛƴƛǎǘǊȅ ƻŦ {ǘΦ /ȅǊƛƭ ƻŦ !ƭŜȄŀƴŘǊƛŀ tŀǊƛǎƘύΣ ǿƛǘƘ ǘƘŜ ǎǳǇǇƻǊǘ ƻŦ ǇŀǊŜƴǘǎΣ  

ǇǊŜǇŀǊŜǎ ǎǘǳŘŜƴǘǎ ǎǇƛǊƛǘǳŀƭƭȅΣ ŀŎŀŘŜƳƛŎŀƭƭȅΣ ŀƴŘ ǎƻŎƛŀƭƭȅ  ǘƻ ǘŀƪŜ ǇŜǊǎƻƴŀƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŀ ƭƛŦŜǝƳŜ ƻŦ 

ŦŀƛǘƘΣ ƭŜŀǊƴƛƴƎΣ ŀƴŘ ǎŜǊǾƛŎŜΦ 

Ours is a community which believes in: 
¶ Following Our Lord, Jesus Christ 
¶ The uniqueness of every child 

¶ Strong academics 
¶ Parental involvement 
¶ Service to one another 

 

 

Dear Families, 
 

As partners in the education of our children, we all work together to fulfill the above mission statement.  

Through the PALS organization, we all have an opportunity to provide enrichment to the school and its 

curriculum. In doing so, we contribute to the strong sense of community that makes St. Cyril of Alexandria 

School the special place that it is. 

 

In addition to strengthening our school community, the fulfillment of PALS commitments benefits the 
school financially. PALS provide direct support to educational programs by assisting faculty and staff. PALS 
volunteers also play an important role in all of our schoolΩs fundraising efforts.   
 
Not all PALS commitments are equal in time, but they are equal in importance to the school. We encourage 

each family to find the position that best aligns with what is most important to you and your family . When 

we can share the gifts we have – our time, our talents, our resources, and our prayers – we are following 

our Lord and being good stewards of our gifts. 

 

The following changes have been made to the PALS program and positions for next year: 

¶ All PALing positions require Diocese of Tucson compliance BEFORE sign-up days. 

¶ We can not stress enough the value of classroom/on campus PALS– to keep the program efficient, we 

need to adhere to the 8:00 AM—ммΥол AM and 11:30 AM—оΥлл PM shifts.  

¶ Due to the PALS PTOffice software, only board positions will be appointed. Beginning on Sign-Up Day, 

all other positions will be on a first come, first served basis and then reviewed for compatibility. 

¶ Lunch positions—A parent (family) may only have a lunch position for two consecutive years before 

choosing a different PAL position for at least one year. 

¶ Review the FAQs on pages 3 and 4. 
 

This is a wonderful community of extraordinary Persons Active in Learning Situations.  
Thank you for every hour and every act of kindness. 
 
Warmest regards, 

The PALS Board    
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CONFIDENTIALITY STATEMENT 
 

Parent involvement carries with it a responsibility to our children and community to provide 

confidentiality. We must realize that when we are working in a classroom, on school grounds, in the 

health office, or in any PALS capacity, we no longer function as a parent, but as a school volunteer. 

 

We are privileged to be invited into our childrenΩs classrooms and have access to personal information. 

While we are at school, we often see examples of a childΩs work or behavior. What we see and hear, 

whether negative or positive, is confidential information and must not be shared, even anonymously 

with others. It is not the PALS, volunteer or parentsΩ place to discuss what is seen in the classroom or 

office with other parents, students, or individuals.   

 

Children are accorded the same rights to privacy and confidentiality as are adults. If you observe a 

behavior or problem with a child, please report it to a teacher or staff member. It is the staff member or 

teacherΩs responsibility to report information concerning a student to the parent. 

 

Please refer to the following symbols throughout the handbook to help you determine the position 

requirements and PALS fulfillment levels: 

 Credit Check    This position requires a criminal and credit history report clearance to 

be completed by the Diocese.  

 School Hours    This position requires volunteer time entirely or near entirely during 

normal school hours.  

 Some School Hours    This position requires some, but not all, volunteer time during 

normal school hours. 

 
Full Commitment     This position fulfills 100% of your PALS commitment. 

 Three-Quarters Commitment    This position fulfills 75%  (3/4) of your PALS 

commitment. 

 
One-Half Commitment    This position fulfills 50%  (1/2) of your PALS commitment. 

 One-Quarter Commitment    This position fulfills 25%  (1/4) of your PALS 

commitment. 
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PALS Sign-up FAQs 

What is PALS? 

Sign-up Process 

     ²Ƙŀǘ ƛǎ t![{ ŀƴȅǿŀȅΚ      YOU ARE PALS! - (P)ersons (A)ctive in (L)earning (S)ituations 
help facilitate the mission of St. Cyril School and are invaluable members of our school 
community. PALS help inside and outside of the classroom, with faculty and staff, collectively 
saving our school tens of thousands of dollars in payroll annually. The best part is that it gives 
parents and other family members the opportunity and privilege to be directly involved in 
your childΩs/childrenΩs educational environment.  
 
     ²Ƙŀǘ ŘƻŜǎ ǘƘŜ t![{ .ƻŀǊŘ ŘƻΚ     The Board is made up of parents like you. Board 
meetings, which all parents are welcome to attend, occur monthly during the school year to 
plan and maintain annual fundraising events, social events, manage PALS accounts and 
budgets, and coordinate well over 100 PALS positions and commitments school-wide.  

     Iƻǿ ŀǊŜ t![{ Ǉƻǎƛǝƻƴǎ ŀǎǎƛƎƴŜŘ ǘƻ ŦŀƳƛƭƛŜǎΚ     All non-appointed PALS positions (all 
positions except for School Board and PALS Board) are filled on a first come, first served basis 
through PTOFFICE software. If you want to sign up for a very specific position, you should sign
-up as soon as the portal opens to better your chances for your ideal selection(s). 
 
     ²ƘŜǊŜκǿƘŜƴ Řƻ L ǎƛƎƴ ǳǇΚ     Dates for online sign-up will be announced in the weekly 
school newsletter, /ƻǳƎŀǊ ¢ǊŀŎƪǎΣ and also through communications from the Director of 
Admissions. 
 
     /ŀƴ L ǎƛƎƴ ǳǇ ŦƻǊ ǘǿƻ Ǉƻǎƛǝƻƴǎ ƻƴ t![{ ǊŜƎƛǎǘǊŀǝƻƴ ŘŀȅΚ     You may sign up for the 
positions you need up to a full commitment. While we are most grateful and delighted that 
you may want to do so, we must give all families the opportunity to find positions before 
allowing double commitments.  If you are interested in additional opportunities, let one of 
the PALS Coordinators know that you wish to take on another position.  Second commitments 
will be available in August.  

PALS Positions 
     ²Ƙȅ ŀǊŜ ǎƻƳŜ Ǉƻǎƛǝƻƴǎ ŀǇǇƻƛƴǘŜŘΚ     Many positions on both the School Board and the 
PALS Board have specific qualifications and may require special skills or capabilities.  
 
     ²Ƙƻ ƳŀƪŜǎ ǘƘŜ ŘŜŎƛǎƛƻƴ  ŦƻǊ ǘƘŜ ŀǇǇƻƛƴǘŜŘ ǇƻǎƛǝƻƴǎΚ     Selection is based  on an 
applicantΩs qualifications and previous PALing history. Decisions are made  by the appropriate 
board, principal and/or principal designee. 
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PALS Fulfillment 

PALS Positions (continued) 

     /ŀƴ L ŀǇǇƭȅ ŦƻǊ ŀƴ ŀǇǇƻƛƴǘŜŘ Ǉƻǎƛǝƻƴ ŘǳǊƛƴƎ ǘƘŜ t![{ ƻƴƭƛƴŜ ǎƛƎƴ-ǳǇΚ     No - Assignments 
on sign-up day are only for non-appointed positions.  
 

     ²Ƙŀǘ ƛǎ άŎƻƳǇƭƛŀƴŎŜέ Κ     Anyone volunteering, in ANY capacity with the school,  must 
obtain ŎƻƳǇƭƛŀƴŎŜ through the Diocese of Tucson. This requires fingerprinting and a 
background check. It is obtained prior to  PALS registration—you may NOT sign up for a  
position before this is done. The Diocese of Tucson compliance may take up to 4-6 weeks to 
complete. 

     /ŀƴ L ŎƘŀƴƎŜ Ƴȅ ƳƛƴŘ ŀƊŜǊ ǊŜƎƛǎǘǊŀǝƻƴΚ     Sometimes a family's selection does not end 
up being ideal as employment or circumstances change. If this happens, please contact one of 
the PALS Coordinators as soon as possible, and they will assist you in finding a better match. 
Open PALS positions can be reviewed  starting in August on the PTOffice website.  
 

     ²Ƙŀǘ ƘŀǇǇŜƴǎ ƛŦ L ŎŀƴΩǘ ƳŀƪŜ ƛǘ ǎƻƳŜǝƳŜǎΚ     Emergencies happen. We depend on you 
keeping your commitment for your selected duty, time and date. If you canΩt make your 
commitment you must do your best to find or trade with an appropriate substitute. You 
should inform the PALS Coordinator and also inform the person you are working with of your 
absence.  
 

     ²Ƙŀǘ ƘŀǇǇŜƴǎ ǿƛǘƘ ŜȄŎŜǎǎƛǾŜ ŀōǎŜƴŎŜǎ ŦƻǊ t![{Κ     Part of the PALS CoordinatorΩs job is 
to oversee  PALS compliance. Failure to perform your duty or having excessive absences can 
result in being invoiced for the Service Substitution Fee.  If a family does not choose a PALing 
commitment, they will be billed the Service Substitution Fee. 
 

     /ŀƴ L ǎƘŀǊŜ ƻǊ ǎǇƭƛǘ ǘƘŜ ŎƻƳƳƛǘƳŜƴǘ ǿƛǘƘ ŀ ŦǊƛŜƴŘ ƻǊ ǎǇƻǳǎŜΚ     Generally not. In an effort 
to provide efficient and consistent PALS, this is not ideal as you will be trained to do your 
specific duty.  
 

     /ŀƴ Ƴȅ ǎǇƻǳǎŜ ŀƴŘ L Řƻ ǎŜǇŀǊŀǘŜ ŎƻƳƳƛǘƳŜƴǘǎ ǘƻ ǊŜŀŎƘ ŀ Ŧǳƭƭ ŎƻƳƳƛǘƳŜƴǘΚ     Of 
course...on the condition that BOTH you and your spouse attend and work as two separate 
entities and as separate άsets of hands.έ  
 

     /ŀƴ ŀ ƎǊŀƴŘǇŀǊŜƴǘ ƻǊ ƻǘƘŜǊ ŦǊƛŜƴŘκŦŀƳƛƭȅ ƳŜƳōŜǊ ǎƛƎƴ ǳǇ ǘƻ ǿƻǊƪ Ƴȅ t![{ 
ŎƻƳƳƛǘƳŜƴǘΚ     Of course! All of the above applies to anyone working on your familyΩs 
behalf. 

PALS Sign-up FAQs 
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     Auction - Co-Chairperson/Elect (1 position) 

Position Description: The Chairperson and Co-Chair will work together to organize the St. Cyril School 

Event, specific responsibilities include: 

¶ Oversee and coordinate event committee activity 

¶ Conduct monthly organizational meetings during the year to prepare for the event, beginning in May 

of the prior year 

¶ Attend monthly PALS Board meetings starting approximately 6 months before the event through the 

event with updates. Meetings are the second Thursday of the month at 3:30 pm 

¶ Report to the Board Vice President on auction status and prepare reports for Principal 

¶ Market and promote the event to St. Cyril School families 

¶ Maintain contact with faculty and staff regarding status and timeline for the event 

¶ Provide post-event report for the PALS Board 

¶ Ensure other event administrative items are completed (Event invitations, sponsor banners, guest 

registration packets, etc.) 

Hours Required:  Varies but includes attending all organizational meetings starting 6-8 months before 

the event through the weekend of the event.  

     
Auction - Chairperson (1 position) 

Position Description: The Co-Chairperson and Chairperson will work together to organize the St. Cyril School 

Event, specific responsibilities include: 

¶ Oversee and coordinate event committee activity 

¶ Conduct monthly organizational meetings during the year to prepare for the event, beginning in May of 

the prior year 

¶ Attend monthly PALS Board meetings starting approximately 6 months before the event through the 

event with updates. Meetings are the second Thursday of the month at 3:30 pm 

¶ Report to the Board Vice President on auction status and prepare reports for Principal 

¶ Market and promote the event to St. Cyril School families 

¶ Maintain contact with faculty and staff regarding status and timeline for the event 

¶ Provide post-event report for the PALS Board 

¶ Ensure other event administrative items are completed (Event invitations, sponsor banners, guest 
registration packets, etc. 

¶ The Co-Chairperson will take over as the Chair for the next Auction 

¶ Work closely with solicitation and underwriting position 

Hours Required:  Varies but includes attending all organizational meetings starting 6-8 months before the 

event through the weekend of the event.  

            AUCTION Saturday Nov. 2nd 2024 
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     Auction - Past Chairperson (1 position) 

Position Description: The Past Chairperson serves in a mentorship and consulting position to the current 

Chairperson and the Co-Chairperson. 

     Auction - Silent and Live Auction Solicitation and  

Coordination  (2 positions)  

TURN IN DAY: October 1, 2024 

Position Description: These two positions solicit for and arrange for pick up of items from office, storage of 
items, tracking of items, pack up 1x/week to start, then more often as needed Post event: send out thank 
you notes. 

¶ Coordinate family item donations  

¶ Solicit live auction items   

Hours Required:  Varies, but includes attending all organizational meetings  through the weekend of event. 

     

Position Description: This position will coordinate a committee of volunteers (including the School and 

PALS Board Members) to solicit for event sponsorships.  Specific responsibilities include:  

¶ Coordinates contact with likely donors through personal requests via phone calls, mailings, in person 

solicitations and flyers to school parents, local businesses and parish members 

¶ Identifies and contacts families, parish and community friends, and solicit cash underwriting for the event 

(previous event donor contact and a donor letter template are provided)  

¶ Makes sure that all sponsors send their logos 

¶ Orders and hang sponsor banners 

¶ Post event:  send out thank you notes 

Hours Required:  Varies, but includes attending all organizational meetings  through the weekend of event. 

Position begins 6-8 months before the event. 

Auction - Solicitation for Sponsorships & Underwriting  
(1 position) 
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Position Description: Responsible for beverage needs for the St. Cyril School Event, specific responsibilities 

include: 

¶ Acquisition of an event liquor license  (must apply at least 10 weeks prior to event) 

¶ Coordinate purchase, donations and inventory of all beverage items 

¶ Beverage presentation, bar set-up, and clean-up 

¶ Recruit and supervise all beverage service workers and volunteers for the night of the event 

¶ Solicit beer/wine/soda/water donations, plus buy extra 

¶ Attend all organizational meetings and the event 

¶ Obtain proposals for all menu items, associated labor from catering company or donations, and if neces-
sary coordinate the purchase of food items and related service items. 

Hours Required:  Varies but includes attending all organizational meetings before the event through the 

weekend of the event.  

Auction - Beverage and Food Service—όм position) 

Fine Arts Coordinator 

     

MUST COMPLETE THE ONLINE CREDIT HISTORY CHECK THROUGH THE DIOCESE OF TUCSON 

Position Description: This position requires a computer-experienced individual to complete the following 

tasks for the auction portion of the event: 

¶ Organize and catalog all auction donations, writing brief description of items to be included in the 
preview list 

¶ Input all donations, sponsorships and event ticket purchases 

¶ Generate reports to committee members to help track progress 

¶ Generate thank you letters and IRS acknowledgements for school principal to sign 

¶ During the event – generate guest bid numbers and auction item numbers, generate bid sheets, input 

winning bids and generate invoices for auction guests 

¶ Coordinate the event closing with the Auction Treasurer  

¶ Attend all event organizational meetings and the Event 

¶ Submit a written closing report of auction revenue two weeks after the event  

Hours Required:  Varies, but includes attending all organizational meetings  through the weekend of event. 

Position begins 6-8 months before the event. 

Auction - Database Chair and Assistant  
(2 positions) 
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     Auction - Classroom Basket Lead (1 position) 

Auction - Classroom Basket Coordinators  
(5 positions – м for each department) 

¶ Position Description: This position requires creative individuals who can work with the students, 
department teachers and art teachers to create dynamic classroom baskets to be offered at the EventΩs 
silent auction. Each coordinator will design the classroom baskets for each homeroom within the 
department. Responsibilities begin in August. 

Hours Required:  Varies with availability. It is necessary to be available to work during the day with the 

students at times designated by teachers.  

     

Position Description: This position will assist, coordinate and communicate with the Art Project Coordinators 

and homeroom teachers to determine art project . The Lead will also attend planning meetings as designated 

by the Event Chairs and ensure progress of art projects within specified budgets, establish the deadline to 

turn in items and ensure presentation of art project. Responsibilities begin 2-3 months prior to the event. 

Hours Required:  Varies with availability, it is necessary to be available to work during the day with the 

students at times designated by teachers.  Position begins 3 months before the event. 

Auction - Classroom Art Project Lead (1 position) 

Position Description: This position will  help with various tasks, including but not limited to: 

¶ Assist, coordinate and communicate with the  Basket Coordinators and homeroom teachers to determine 
classroom basket themes 

¶ Attend planning meetings as designated by the Event Chairs 

¶ Ensure progress of themed baskets within specified budgets 

¶ Establish the deadline to turn in items and ensure presentation of baskets  

¶ Ensure items are transported to the site and are set up 

       Responsibilities begin in August 

Hours Required:  Varies with availability, it is necessary to be available to work during the day with the 

students at times designated by teachers.  Position begins 3-4 months before the event. 



--  ф  -- 

 

Position Description: This position requires creative individuals who can work with the students, department 

teachers and art teachers to create dynamic art projects to be offered at the EventΩs silent auction.  Each 

coordinator will help produce the art projects for their department created by the students.  Responsibilities 

begin 3 months prior to the event. 

Hours Required:  Varies with availability. It is necessary to be available to work during the day with the 

students at times designated by teachers.  

     
Auction - Classroom Art Project Coordinators (5 positions) 

     Auction - Decorations Chair (1 position) 

     

Position Description: This position is for creative individuals who will assist the Decorations Chairs in the 

design and construction of a themed environment. The position requires committee members to attend all 

meetings, help with prop construction, implementation of the final decorations, set-up and clean-up on the 

day of the event.  Artistic ability and creativity are helpful. 

Hours Required: Varies.  Must attend monthly or other meetings as designated by Decorations Chairs, 

attendance before and after event for set up and clean up, various hours to create or modify decorations. 

Must be available the entire day of and also attend the entire Event.  

Auction - Decorations Committee (8 positions) 

Position Description: This creative individual is charged with: 

¶ Planning, coordinating, and implementing a themed environment for the Event 

¶ Supervising the decorations committee and lead all committee meetings 

¶ Assisting in the decision of the event theme, in coordination with Event Chairpersons 

¶ Decorating the dinner area and other areas to be used for the event 

¶ Attending the May meeting 

Hours Required:  Varies, but includes attending all organizational meetings  through the weekend of the 

event. Position begins 6 months before the event. 
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Position Description: The event support staff will assist the Event Chairpersons with various tasks, includ-

ing but not limited to: 

¶ Event set up the day of the Event -all day assistance is required 

¶ Event check-in and check-out -assist as runners 

¶ Event clean-up 

¶ Monitor auction item tables during the silent auction 

¶ Close auction tables at the appropriate time   

Hours Required:  Availability before, during and after the event.   

Auction - Support Staff (6 positions) 

     Position Description: Lead focuses solely on ticket sales and marketing of the event. Tasks will include: 

¶ Promoting ticket sales 

¶ Coordinating in person ticket sales with ticket team 

¶ Work with department ticket sales to inform everyone on details of the event so that they can act as 
point  person and department event promoters. 

¶ Check office for tickets purchases 

¶ Make deposits with PALS treasurer 

¶ Log in personal ticket sales/purchasers with database manager 

 

Hours Required:  Varies, but check with chairperson on when to begin and what meetings to attend.  

Auction - Ticket Sales (2 positions) 
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Position Description: The chairpersons will have the opportunity to help design the event. Events may 

include the  food, games, Sugar Shack, DJ/Cake Walk and other activities for the school community. The two 

chairpersons will report to the PALS Board Vice President and work together to complete the following: 

¶ Organize all aspects of Block Party 

¶ Conduct organizational committee meetings with PALS committee members 

¶ Arrange for food and beverage provisions 

¶ Organize and conduct activities for students of various ages 

¶ Arrange for liquor and food licenses 

¶ Submit written post-event report to the PALS Board 

Hours Required: Daytime availability during the weeks prior to the event is necessary and must be very 

flexible. 

Block Party - Chairpersons (2 positions) 

BLOCK PARTY: February 28, 2025  

Position Description:  Coordinators will be under the direction of the Block Party Chairpersons.  Attendance 

is required at all planning meetings and must attend the event.  

Hours Required: Attend all planning meetings and attend the entire event.* 

     Block Party—Coordinators 

     Block Party—Head Bartender/ Coordinator* 

Block Party—Head Bartenders 

     Block Party—Carnival Games Coordinators (2)* 

     Block Party—Cake Walk Coordinator* 

     Block Party—Field Games Coordinator* 

     Block Party—Food Coordinator * 
Position Description:  Is responsible for creating a menu of various food items to sell at the event. 
Create an estimate and purchase all food items along with other items needed for the sale. Works 
along side Coordinator Assistants to prepare meals. Is responsible to help keep the food stand stocked 
and in top shape during the event as well. 



 

12 

     Block Party—Bartenders (2 positions) 

     Block Party—Carnival Games Workers (4 positions) 

     Block Party—Clean Up Coordinator* (1 position) 

     Block Party—The Crew Coordinator* (1 position) 

     Block Party—Talent Show Coordinator*  (1 position) 

     Block Party—Sugar Shack Coordinator* (1 position) 

     Block Party—Marketing Coordinator* (1 position) 

     Block Party—Fun House Coordinator* (1 position) 

     Block Party—Coordinators (Continued) 

     Block Party—The Crew 

     

Position Description: This position will coordinate a committee of volunteers (including the School 

Board Members, PALS Board Members and AuctionΩs Solicitation of Sponsorship PAL) to generate 

and gather event sponsorships for the Block Party. Specific responsibilities include:  

¶ Coordinate contact with likely donors through personal requests via phone calls, mailings, in 

person solicitations and flyers to school parents, local businesses and parish members 

¶ Identifies and contacts families, parish and community friends, and solicit cash underwriting for 

the event (previous event donor contact and a donor letter template are provided)  

Hours Required:  Varies but includes attending all organizational meetings from August to May. 

Block Party - Solicitation of Sponsorships* (1 position) 
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     Block Party—Sugar Shack Assistants (2 positions)  

     Block Party—Marketing Support  (1 position) 

     Block Party—Food Stand—Kitchen Clean Up Crew (2) 
Position Description:  Helps bring in items from the event site to the kitchen. Puts away leftover 
items, washes any pans, pots and other items used from the kitchen. Helps leave the kitchen clean 
and in good order. Works after event  until completed. 

     Block Party— The Crew (Continued) 

Position Description:  Deep cleaning crew members will be assigned by the Chairpersons on specific 

clean up jobs that must be completed on Saturday after the event to return the facility to pre-event 

condition. 

Block Party—Clean Up Crew (4) 

     Block Party—Set Up Crew (4 positions) 

     Block Party—Food Prep Assistants *(2 positions) 

Position Description:  In advance of the event, supports the Food Coordinator as directed. Works 
along with the Food Coordinator on the day  prior to the event to help prepare items to be sold at the 
Block Party Event. Helps with cleaning and washing of items used in the preparation of the meals. On 
the day of the event, helps with finalizing prep items and helps set up the food stand area at the event 
site. 

Position Description:  Works the food stand, fulfills patrons orders as they arrive. 

     Block Party—Food Stand—Vendors (3  positions) 

     Block Party—Food Stand—Grill Persons (2 positions) 

Position Description:  Heat/Cook food items on site depending on what is on the menu  

     Block Party—Clean Up Crew (4 positions) 
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BOARDS 

Position Description: The BoardΩs main purpose is to serve in an advisory capacity to the Pastor and Principal regarding 

policies and the school budget. Members attend the majority of school functions and advocate for and represent St. 

Cyril of Alexandria  School within the community. Interested persons should complete an !ǇǇƭƛŎŀǝƻƴ ŦƻǊ !ǇǇƻƛƴǘŜŘ 

.ƻŀǊŘ tƻǎƛǝƻƴǎ and contact the current School Board President after completing the application.  Appointments will be 

made in February/March.  With the approval of the pastor, members commit to a three-year term that may require 

parishioner or school parent status.  

Hours Required:  This commitment requires attendance at monthly School Board meetings. Members are assigned a 

specific Board responsibility, which requires extra hours of service between Board Meetings. 

Appointed Advisory School Board Positions 

     School Board Members (up to 2 Positions) 

     

Position Description:   Events will include food, games, and activities for St. Cyril community. 

General crew members will be assigned by the Chairpersons during the event dates in setting up, 

working with various event centers, and cleaning up after the event.   

Hours Required: Full day on day of event  

Block Party - General Crew (20 positions) 

     Block Party— The Crew (Continued) 
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Position Description: This is the third and final year of a three-year commitment. In addition to 

representing the board at various school and parent events, the PALS Board Immediate Past President: 

¶ Attends monthly PALS Board meetings  which are the second Thursday of the month at 3:30 pm. 

¶ Shares historical knowledge with the board members 

Hours Required: Varies 

Immediate Past President 

     

Position Description: This is the second year of a three-year commitment. In addition to representing the board at var-

ious school and parent events, the PALS Board President: 

¶ Meet with the principal/designee prior to the monthly meeting to set the agenda 

¶ Attends,  prepares the monthly PALS Board agenda and conducts meetings, which are the second Thursday of the 

month at 3:30 pm. 

¶ Attend PALS sponsored events. Provide support of fellow board members when needed 

¶ Communicates with PALS Board members and monitors the progress on assignments/responsibilities 

¶ Is available for public relations and troubleshooting 

¶ Reviews/approves the PALS Board budget for the following year with Board approval and oversees all PALS Board 

business 

¶ Meets with PALS Board Chairpersons and sets up the following yearΩs calendar and dates which must be confirmed 

and registered with the School office 

President 

     

Position Description: This is the first year of a three-year commitment. The PALS Board Vice President: 

¶ Attends monthly PALS Board meetings and conducts meetings in the absence of the President which are the 

second Thursday of the month at 3:30 pm. 

¶ Attends School Board Meetings as the PALS Board liaison 

¶ Attends PALS sponsored events. Provide support of fellow board members when needed 

¶ Coordinates various short term board/school projects; Oversees all fundraising 

¶ Develops the PALS Board budget with the President and Treasurer for the following year  

¶ Receives/reviews submitted applications for the following yearΩs open board positions 

¶ Acts as the liaison to fundraising committees (Block Party, Spring School Event and Fall Fundraiser) 

¶ Acts as the liaison to the Enrichment Opportunity Coordinator 

Vice President 

Appointed PALS Board members serve for two or three years on the Board. Not all positions are available every year. 

Persons interested in a PALS Board position for the 2024- 2025 school year should complete an !ǇǇƭƛŎŀǝƻƴ ŦƻǊ 

!ǇǇƻƛƴǘŜŘ .ƻŀǊŘ tƻǎƛǝƻƴǎ and contact the PALS Board Vice President /President after completing the application 

Appointed PALS Board Positions 
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Position Description: Description: This is the first year of a two-year commitment, with bookkeeping, 

Quickbooks and computer skills required, the Assistant Treasurer is responsible for assisting the Treasurer in 

all financial matters related to the PALS Board, as well as the following: 

¶ Attending monthly PALS Board Meetings which are the second Thursday of the month at 3:30 pm. 

¶ Attend PALS sponsored events. Provide support of fellow board members when needed. 

¶ Acts as the liaison for fundraising events (Spring and Fall) and initiatives  

¶ Attends Spring and Fall Events to handle all cash-related needs 

Hours Required: Varies  

Assistant Treasurer/Event Treasurer 

     

Position Description: This is a two-year commitment. In addition to representing the board at various school 

and parent events, the PALS Board Secretary: 

¶ Attends monthly PALS Board Meetings which are the second Thursday of the month at 3:30 pm. 

¶ Attend PALS sponsored events. Provide support of fellow board members when needed. 

¶ Coordinates Board Meeting updates from Board members, records all PALS Board meetings, prepares 

minutes, submits them to Board members and archives them in the school office 

¶ Handles all PALS Board correspondence 

¶ Maintain binder that includes PALS bylaws, policies, history, monthly meeting minutes and calendar from 

the current academic year to provide to the PALS president and board for the ensuing academic year. 

¶ Works with the PALS Board President to create and publish updates to the School Express 

¶ Coordinates with PALS Board and provides content for Cougar Tracks  

Hours Required: Varies 

Secretary 

     

Position Description: This is the second year of a two-year commitment, with bookkeeping, Quickbooks and 

computer skills required. In addition to representing the board at various school and parent events, the PALS 

Board Treasurer is responsible for all financial matters related to the PALS Board, including: 

¶ Attending monthly PALS Board Meetings which are the second Thursday of the month at 3:30 pm. 

¶ Attend PALS sponsored events. Provide support of fellow board members when needed. 

¶ Preparation of the annual budget 

¶ Collection of all monies received by the PALS Board and Dispersing of all PALS funds  

¶ Providing monthly report to the PALS Board 

¶ Being the PALS Board liaison to the Parish Financial Officer 

¶ Providing the school office with copies of all financial records and year-end report 

Hours Required: Varies 

Treasurer 



--  мт  -- 

 

Vice President 

     

Position Description: Focused on ensuring that all new families feel they are part of the St. Cyril School 

community, the New Family Ambassador program is set to begin with the start of the school year. It is 

preferred for the New Family Coordinator to be bilingual (English/Spanish), and they will be responsible for 

the success of the overall program with specific duties to include: 

¶ Attends monthly PALS Board meetings  which are the second Thursday of the month at 3:30 pm. 

¶ Attends PALS sponsored events. Provide support of fellow board members when needed. 

¶ Plans new family event in August, to include all new families, New Family Ambassadors, School Board 

members, PALS Board members and School Faculty/Staff 

¶ Coordinates with School Registrar to identify new families and assign them to the appropriate New 

Family Ambassador 

¶ Ensures New Family Ambassador committee is contacting and meeting with families throughout the 

school year 

¶ Coordinates with Department Coordinators when needed 

¶ Follows up with each new family to ensure they are assimilating into the Cougar community and 

answering any remaining questions 

¶ Promotes school events and activities to new families 
 

Hours Required:  Varies. The position begins on July1 and concludes May 31.  

New Family Ambassador Coordinator (1 position) 

     

Position Description: This is a two-year commitment with computer skills required. Bilingual  preferred. In 

addition to representing the board at various school and parent events, the PALS Position Coordinators:  

¶ Attend monthly PALS Board meetings which are the second Thursday of the month at 3:30 pm. 

¶ Attend PALS sponsored events. Provide support of fellow board members when needed. 

¶ Works together to help manage and track family PALS commitments 

¶ Determines PALS commitment through placement assistance or offering a service substitution fee option 

¶ Meets with teachers concerning any issues with PALing positions.  

¶ Leads PALS Board in update and preparation of PALS Handbook for distribution before registration 

¶ Answer questions about commitments and help parents with commitment choices when necessary 

¶ Gathers, sorts, and prepares lists of PALS to be given to appropriate teachers, chairpersons and 

coordinators before the end of the school year to assist in planning for the following year 

¶ Checks PALS coordinator file in School office on a weekly-basis and continue to help with placement of 
new families 

¶ Attends Department Teacher/PAL meetings at the beginning of the year 

¶ Checks PALS sign-in book monthly and keep a log of PALS that were absent, make phone calls and related 
information to Department Coordinators and/or PALS Board for follow up 

¶ One of the three coordinators will take the lead and have voting responsibility 

Hours Required: Varies throughout the year with busier times at the beginning of the school year and PALS 

registration. Position begins July 1 and concludes May 31. 

PALS  Coordinators (3 Positions) 
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Important Note—All classroom PALS must sign-in at the school office. 

In this position, PALS work directly with the teacher in a classroom setting. Tasks vary according to the 

teacherΩs plans for the day. You may choose to work in any department, not just your own childΩs 

department. Enrichment positions include Music, Spanish, STEM, PE, Art, Study Skills, Service, and Media 

Center classes. 

Only with this large core of individuals working with the staff are we able to maintain our high academic 

excellence. 

Parents and teachers must be able to work together professionally and maintain confidentiality. If either the 

teacher or the parent needs to discuss a change in position because of these issues, please contact the PALS 

Coordinator. 

It is imperative that PALS with more than one commitment consider each as equally important and devote 

the time and attention required to all positions. 

Individual classroom needs are varied. Duties include but are not limited to:  

¶ Working with students, walking students to and from activities 

¶ Grading papers and clean up 

¶ Monitoring recess or lunch 

¶ Clerical work; supervision; and assisting in that department or others as needed 

¶ Assist in all academic and enrichment classes       

Hours Required: Up to 3.5 hours per week ( 8:00 a.m.—ммΥол a.m. and 11:30 a.m.—оΥлл p.m.) 

Classroom PALS   (40 – сл Positions) 

CLASSROOM  

Position Description: This is a two-year commitment. In addition to representing the board at various school 

and parent events, the PALS Members At Large: 

¶ Attends monthly PALS Board Meetings which are the second Thursday of the month at 3:30 pm. 

¶ Attends PALS sponsored events. Provide support of fellow board members when needed. 

¶ Organizes several community building activities at the school throughout the year including the Welcome 

Back Coffee, Ice Cream Socials, Staff Luncheons, Teacher/Staff Christmas Bonus Box, Movie Nights, etc. 

¶ Coordinates the άTasty Treatsέ dates on behalf of parents/students  
¶ Purchases kitchen supplies for the school office throughout the year 

¶ Coordinates teacher/staff lunches 

¶ One person will take the lead and have voting responsibility 

Hours Required: Varies 

     Hospitality Committee (3 Positions) 
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     Bulletin Board Creators (5 positions) 

Position Description: These positions (one for each department that desires a bulletin board creator) are 

responsible for creating/designing the bulletin board materials and displaying them on the department 

bulletin boards every month. The PALS should be self-motivated and able to meet with the teachers after 

school to decide the theme for the board. Work time could be between home and campus. Creative ability is 

essential. Must sign-in at school office when completing bulletin board tasks. 

Hours Required:  Varies 

     

Position Description: This commitment is only offered by some departments. Duties include but are not 

limited to; clerical work; creating needed posters; stapling; cutting; collating; or other jobs as needed. Must 

log hours as determined by the PALS coordinator. 

Hours Required:  Varies. Specific hours determined by the teacherΩs needs. 

At-Home PALS  by Department 

     

Position Description:  Grades K-4    -  The Science PAL helps the Science teacher during class by working 

with the students, helping with  classroom preparation, or organizing field trips.  If the department is 

participating in the Science Fair, the Science PAL will be highly involved with this event, as directed by the 

science teacher.   The Science Fair is scheduled for the 2024-2025 school year. 

Grades 5-8   -  The Science PAL helps the Science teacher during class by working with the students, helping 

with classroom preparation, or organizing field trips. If the department is participating in the Science Fair, the 

Science PAL will be highly involved with this event, as directed by the science teacher.  The Science Fair is 

scheduled for the 2024-2025 school year. 

Hours Required:  Approximately 3 hours/week. Additional time needed during the Science Fair 

Science PALS (2 positions)  (1 for K-4, 1 for 5-8) 

DEPARTMENT POSITIONS 
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Position Description: This position is open to 7th grade parents and begins in March. The Chairpersons will 

work together to plan, organize and conduct the graduation dance, working closely with the Junior High 

teachers and the school principal. Theme, decorations and financial decisions are subject to approval by the 

school principal. 

Hours Required: Varies, early spring 

Junior High Graduation Dance Chairpersons (2 positions) 

     

Position Description: This position is open to 7th grade parents and begins in March. The Chairperson will 

work together to plan, organize and conduct the graduation reception, working closely with the Junior High 

teachers and the school principal. Theme, decorations and financial decisions are subject to approval by the 

school principal. 

Hours Required: Varies, early spring 

Junior High Graduation Reception Chairpersons (2 positions) 

     Department Coordinators (1 or 2 / department) 

Position Description: There is one or two department coordinator(s) for each of the five school 

departments (Kinder, Primary, Intermediate, Adv Intermediate and Junior High). Each coordinator must: 

¶ Meet with teachers before the beginning of school year to review the PALS schedules for the 

department 

¶ Contact department teacher liaison to schedule and attend department meeting during the first week of 

school 

¶ Coordinate parties and special events as needed by department such as, but not limited to: Camp Cooper, 

Open House, Halloween, ValentineΩs Day, Christmas/ Las Posadas, Department Field trips, etc. 

¶ Support the New Family Ambassador when asked by the ambassador for assistance 

Hours Required: Varies 

     

Position Description: These people will meet with the Assistant Principal/designee to choose fundraising 

events and help organize volunteers. The funds raised would help defray costs for the eighth-grade trip. 

Meetings with the Assistant Principal/designee will begin in October, and the fundraising efforts will be com-

pleted by the end of March. 

Hours Required: Varies 

Junior High 8th Grade Trip Fundraising Coordinators  
(2 positions) 
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Position Description: Two positions per department (if the department wishes, the PAL will assist teachers 

in setting up/tearing down classrooms and supplies, before and after the school year. The schedule will be set 

up between the PALS and teacher(s).  

Hours Required:   Working two 5-hour days prior to the start of school and then two additional 5 –hour days 

after school ends.  

Set-up and Close-down—PALS Grades 1-8 (2 per dept. ) 

     Set-up PAL - Kindergarten (1 position)  

     

Position Description: This position requires successfully completing a lunch orientation. Each Lunch Lead is 
responsible for managing the operation of lunch on a specified day (Monday – Thursday).  This would include 
communicating with vendors on needed supplies, labeling unclaimed food with student names, and managing 
the lunch servers and lunch monitors. The lead would, as needed, redistribute the monitor and server 
positions if absences/other reasons are creating an issue. Leads must arrive 15 minutes before servers to set 
up the lunch program. 

Hours Required: Once a week from approximately 10:35 a.m. - 12:35 p.m.   

Lunch Leads (Managers) (4 positions) 

Position Description: This position requires successfully completing  a lunch orientation.  This position is 

responsible for assisting the Kindergarten aides during the lunch period. PALS will also accompany children 

to the field for recess and check that the Break Room has been tidied. PALS should arrive 1/2 hour before 

lunch time and remain 1/2 hour after lunch to facilitate clean up. 

Hours Required:  Once per week for approximately two hours. Lunch times vary slightly Monday-Thursday.   

Lunch PALS—Kindergarten (8 positions) 

LUNCH 
In order to open these positions to all interested parents, a parent (family) may only have a lunch position 

for two consecutive years before choosing a different PAL position for at least one year. 

     

Position Description: This position requires successfully completing a lunch orientation.  Lunch Monitors 

are responsible for preparing the lunch eating areas on a specified day (Monday – Thursday) They should 

wipe tables and seats,  monitor students who are helping,  and assist any student needing help. With the 

assistance of the servers,  the monitors should clean tables sweep and mop if necessary.   

Hours Required: Once a week from approximately 10:35 a.m. - 12:35 p.m.   

Lunch Monitors (8 positions) 
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Position Description: This position requires successfully completing a lunch orientation.  Lunch Server PALS 

are responsible for preparing the serving area(s) for lunch on a specified day (Monday – Thursday), serving 

student lunches and cleaning the serving areas and entire Ramada after lunch  with the assistance of the 

monitors. This would include wiping  tables, sweeping and mopping as needed. Servers would also help the 

lunch lead with labeling unclaimed food with student names. ALL extra food should be taken to the office. 

Hours Required: Once a week from approximately 10:35 a.m. - 12:35 p.m.  

Lunch Servers (12 positions) 

OFFICE/HEALTH ROOM 

     

Position Description: The Heath Room PALS will work in the health office; dispensing medication as di-

rected, attending to minor injuries and childrenΩs needs. A medical background is not required and training is 

provided by the health office coordinator at the beginning of the school year. This position requires a profi-

ciency in reading, writing and speaking English. 

Hours Required: Up to 3.5 hours per week. Specific hours determined by the health office personnel. 

Health Room PALS (3 positions) 

     

Position Description: The candidates for this position should have some marketing background and strong 

communication skills. Experience working with a team and completing individual tasks for projects. Duties 

would include, but are not limited to: capturing moments in photos and text to be used for social media, 

helping with special events, meeting with the Communication Team/office once a week. Schedule must be 

flexible. 

Hours Required: Flexible, would include a weekly meeting with the Communications Supervisor. 

Marketing PALS (2 positions) 
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Position Description: This position reports directly to the office staff and will assist the school office by 

performing various administrative tasks including, but not limited to: 

¶ Running the copy and laminating machines  

¶ Performing needed office/school related jobs 

¶ Preparation of the School Express 

¶ Sorting Lost and Found items 

¶ Organizing the office closet 

Hours Required: One day a week: Tuesday and Thursday 8:00 am—ммΥол am, Wednesday from 11:45 am—

2:45 pm.  Requested days may change due to school needs.  

Office PALS (3 positions) 

     Uniform Swap/Sale Coordinator ( 1 position) 

Requires credit history check yearly through the Diocese of Tucson. 

Position Description: Coordinate and plan 3 to 4 swap/sale days throughout the year.  (Ideally one at 

beginning of school year, in January, and one at end of school year.) Manage, fold, wash (if necessary) items 

to be sold. Handle any money and sales of clothes. Supervised by office staff. 

 

Position Description: Subject to approval of Parish Religious Education Coordinator, this position teaches 

classes in English. Bilingual skills are helpful for communication with some families in the school population. 

Specific tasks include: 

¶ Teaching weekly Sunday School classes for 26 weeks 

¶ Assisting with annual registration and special celebrations 

¶ Attending Catechist training session and meetings are mandatory  

Hours Required: Sundays from 11:00 a.m. to 1:00 p.m., August through April, and special celebrations. 

PARISH POSITIONS 

     Catechists (2 positions) 
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     Catechist Assistants   (2 positions) 

Position Description: Subject to approval of Parish Religious Education Coordinator, this position  assists 

the classroom catechist. Specific tasks include: 

¶ Assisting catechist at weekly Sunday School classes for 26 weeks 

¶ Assisting with annual registration and special celebrations 

¶ Attending Catechist training session and meetings are mandatory  

Hours Required: Sundays from 11:00 a.m. to 1:00 p.m., August through April, and special RE. 

     

Requires credit history check every year 

Position Description: Helps to sort and count the parish Sunday collection and second collections when 

necessary. The four counters work together with the Parish Business Manager but handle different parts of 

the collection. The position requires an annual credit check, basic math skills, a sense of detail, and 

maintaining strict confidentiality. 

Hours Required:  Every Monday (Tuesday if Monday is a holiday) from 8:00 a.m. to 10:30 a.m. 

Collection Counters (4 positions) 

     

Requires credit history check every year 

Position Description: Assists the Parish Business Manager with deposits for Parish and School. The position 

requires an annual credit check, basic math skills, a sense of detail, and maintaining strict confidentiality. 

Hours Required:  Every Wednesday or Thursday from 8:00 a.m. to 10:30 a.m. 

Collection Counters II (2 positions) 

Position Description: Responsible for planning and overseeing all details to ensure that the Vacation Bible 

School flows smoothly. Works with the parish staff, crew leader director and station leaders on publicity, 

registration, training, collecting supplies, set up and decorating, coordinating staff and station leaders. During 

the course of the program, the Director must be available to ensure everything runs smoothly. At the 

conclusion of the week, the Director will prepare a summary to be used for the following year. 

Hours Required: Varies but includes organizational meetings to ensure success of event; includes 

attendance during the week of VBS from 12:00 PM until 5:00 PM each day on dates to be determined in June.    

     Vacation Bible School Director (1 position) 
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Position Description: A facilitator who ensures that the Station Leaders are fully equipped to make their 

daily presentations run smoothly. There are four stations in total.  Each Coach will be responsible for two sta-

tions. Coaching includes the following: 

¶ Working closely with Station Leaders 

¶ Collecting necessary supplies 

¶ Setting-up and decorating stations 

¶ Being available to assist leaders during daily sessions 

Hours Required: Varies but includes organizational meetings to ensure success of event; includes attend-

ance during the week of VBS from 12:00 PM until 5:00 PM each day on dates to be determined in June.    

Vacation Bible School Coaches (2 positions) 

     

Position Description:  Plans, publicizes, organizes and implements three food drives (one each trimester) to 

benefit the St. Cyril Saint Vincent de Paul pantry. Duties of this team will include informing school office, 

teachers, students and their parents about the food drives, scheduling regular times to collect the donated 

food, check food expiration dates, discard and dispose of expired food or food with damaged packaging, 

transport food to the pantry shed and store it in an organized  way. 

Hours Required:  Varies.  Team will meet periodically with a representative of Saint Vincent de Paul to 

discuss their progress and any other issues relevant to the food drives. Must be available during school hours 

and for meetings with the team usually on Fridays. 

St. Vincent de Paul Food Drive Team (2 positions) 

MISCELLANEOUS 
     

Position Description: This position works  and plans with the art teacher. They will coordinate a school-

wide art show including organizing volunteers, matting and displaying art, removing art, and finishing the art 

show be returning all items to the art room. 

Hours Required:  Varies  

Art Show Coordinator (1 position) 

Position Description: This position requires digital skills for uploading and sharing work and coordinates 

with the Art teacher to use the Artsonia program.  This must include marketing the program to the communi-

ty and taking pictures of student art pieces to be shared on Artsonia.com.   

Hours Required:  Varies 

Artsonia Coordinator (1 position) 
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Position Description: Book Fair PALS will meet with the media center personnel, help set up, monitor 

students, and close out the events. The position is for both Book Fairs (Catholic School Week and at the end 

of the year) 

Hours Required:  The media personnel will set the hours. The Book Fairs run during the last week in January 

and in late April/early May. 

Book Fair PALS (4 positions) 

     

Position Description: The PAL will  inventory break room supplies, communicate with Hospitality members 

of the PALS Board on needed items, stock faculty refrigerator, and tidy the break room as needed.  

Hours Required:  1 - 3 pm on Tuesday and Thursday  

Break Room PAL  (1 position) 

     

Position Description: PAL would assist coaches during practices and with track meets. This could include 

supervision of students at specific track events, organizing students for meets, etc. 

Hours Required:  Attend all practices and track meets. 

Athletics -Track and Field PAL (1 position) 

     Catholic Schools Week PALS  (2 positions) 

Position Description: This position will meet with the Communications personnel during the first week of 

December and assist in the planning, coordinating and executing the weekΩs events. With a full week of 

celebrations PALS should be available to help coordinate days and events with staff support.   

Hours Required:  Varies 

     

Position Description:  Choir PALS assists with practice after school each week and attends the  once a 

month school mass on Sundays. PAL will escort students from the school to the church and assist the choir 

director and monitor students. Must remain present for the duration of practice. Works closely with the 

Choir Director. 

Hours Required: Days of Service would be Wednesday/Holy Days if during school and Sunday Mass      

Times may vary, to be determined by the choir director. 

Choir PAL ( Wednesdays and Monthly School Sunday)  (1 position) 
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Position Description: During the weeks of December, the PAL will help school staff including: 

¶ Assisting with practices and teaching  dances 

¶ Assisting with costume  Events Coordinators.  

Hours Required:  Meet with Enrichment teachers in October to create the PALSΩ schedule 

Christmas Concert/ Las Posadas PALS (2 positions) 

     Ice Cream Social Events PALS (4 positions) 

Position Description: Crew members will assist the Hospitality members of the PALS Board. This will 

include: 

¶ Arriving at 3:00 PM until the event is over 

¶ Setting up for the event 

¶ Working during the event 

¶ Cleaning up after the event 

¶ Must work both fall & May events to receive the full credit 
 

Hours Required: Varies 

Position Description: This position will perform basic maintenance and custodial tasks directed by the 

school maintenance personnel, and though it does not require expert maintenance training, it does require 

individuals to perform some tasks with physical requirements.  

Hours Required:  The maintenance PALS will work four hours per month (from about 7:30 am - 10:30 am, 

August—May) on Saturdays that will be determined by the school at the beginning of the year.  

 

      Maintenance PALS (8 positions)  

Position Description: This position will perform basic maintenance and custodial tasks directed by the 

school maintenance personnel, and though it does not require expert maintenance training, it does require 

individuals to perform some tasks with physical requirements.  

Hours Required:  Each summer PAL will be able to choose their own 4 days during the summer.  Times and 

days will need to be scheduled  in advance with the maintenance personnel. Each day will consist of four 

hours of work. 

Maintenance PALS  - Summer (4 positions)  
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Position Description:  This position requires the candidate(s) to be Catholic, familiar with the Catholic 

Mass, and attend training on procedures. In addition to Sacristan, the PALS would be in charge of supervising 

student greeters/helpers and additional tasks that may come up in this role. The PAL would need to be 

present at the Wednesday/Holy Day school Masses and once a month at the school mass on Sundays. Those 

in the position would work together to make sure that there is supervision/Sacristan for all designated times. 

This position would work closely with religion teachers and parish priests to fulfill this commitment. 

Hours Required:  Meet with the religion teacher in August to create the PALSΩ schedule 

  Mass PALS  (2 positions) 

     

     

Position Description: Focused on ensuring that all new families feel they are part of the St. Cyril School 

community, the New Family Ambassador program is set to begin with the start of the school year. 

Ambassadors are assigned by department and you must have had a child in the assigned department during a 

prior academic school year. Department assignments include (1) Kindergarten (1) Primary  (1) Intermediate  

(1) Advanced Intermediate and (1) Junior High. Specific duties to include: 
 

¶ Work with the New Family Ambassador Coordinator 

¶ Work the new family event in August 

¶ Contact new families at the beginning of the school year and arrange one-on-one meetings to welcome 

them to St. Cyril School 

¶ Help department coordinator with department potluck to further integrate new families  

¶ Meet and greet new families who enter during the school year on their first day of school and help with 

the every day routine. 

¶ Contact new families throughout the year to promote school events and activities and encourage them to 
attend to further integrate themselves into the community 

Hours Required: Varies 

New Family Ambassador Committee  (5 positions) 

Position Description: Available during all scheduled lunch breaks (K-8). This position would assist with su-

pervision of students during their lunch break. The candidates would be willing to attend some training for 

anti-bullying and conflict resolution. Duties would include, but not limited to, supervising students on the 

court or field, checking out/in equipment for students to use at break, and deal with minor first aid issues. 

The candidates would work closely with department liaisons and the athletic director. Duties would also in-

clude notifying liaisons or the athletic director of any unresolved break issues or concerns. In a supervisory 

role, the PAL would not engage in playing games with students or using cell phones during their supervision 

role. 

Hours Required:  Select on day of service - Monday, Tuesday, Wednesday or Thursday during all department 

lunch breaks. 

Playground PALS (8 positions– н PALS per day) 
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Position Description: The coordinator needs to be self motivated to support ongoing secondary school 

fundraisers.   Other initiatives may be added to the program. The position reports to the PALS Board Vice 

President. Specific responsibilities include: 

¶ Organizing  the promotion of the Box Tops for Education program within the app 

¶ Preparing publicity materials to make parents, staff and parishioners aware of the Box Top initiative 

encouraging its easy use of scanning receipts 

¶ Researching other possible income opportunities 

¶ If necessary, tracking monies and coordinating with the PALS Board Treasurer 

Hours Required:  Flexible, daytime availability during the week and must be very flexible.  

School Projects Coordinators  (2 Positions) 

     

Position Description:  The coordinator reports to the PALS Board Vice President, and begins in the summer 

prior to the school year to determine the schedule, and includes the following tasks: 

¶ Research possible field trips, guest speakers and artists for all departments 

¶ Communicate with department liaisons regarding desired experiences or field trips 

¶ Work with teachers to determine interests, scheduling, etc. 

¶ Coordinate with school office for reserving rooms.  

¶ Communicate with parents to identify their talents and connect them with corresponding departments 

Hours Required: Varies 

Special Events Coordinators  (2 positions) 

1 for K-4, 1 for 5-8) 

     

Position Description: This position works with the schoolΩs Yearbook Advisor and staff member to produce 

the annual yearbook. Specific duties are to be determined by the Advisor.  

Hours Required:  As needed before Christmas. January through April 15, one 1/2 day per week, with some 

extra time for working on sponsorships, organizing and proofreading. 

Yearbook PAL (1 position) 


