St. Cyril of Alexandria School

2024-2025
PALS

HANDBOOK

Parents Active in Learning Situations

MISSION STATEMENT
St. Cyril of Alexandria School, with the support of parents and St. Cyril of
Alexandria Parish, prepares our students spiritually, academically, and socially to
take personal responsibility for a lifetime of faith, learning, leadership, and service.
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Ours is a community which belijeves
1 Following Our Lord, Jesus Christ
f The uniqueness of every child

1 Strong academics

f Parental involvement

\ 1 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 school@Q 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 foll owing changes have been made to the PAL:

7 Al | PALIing positons require Di-wpc esaey so.f

T We can not stress enough thetwalkeepoft hel o3 oo @
need to adher-emnmYoM lae d8 :1-GOY3IRIW AsMi f s .

9§ Due to the PALS PTOfce sofware, only bodpdDaypys

all other positons wil/ be on a frst come, frs
T Lunch p#®Asiptacresnt (family) may only have a | unct
choosing a diferent PAL positon for at | east o

T Review the FAQs on pages 3 and 4.

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

Warmest regards,

The PALS Board



CONFI DENTI ALI'TY 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 childrenQ classrooms and have access to personal information.
While we are at school, we often see examples of a child@work or behaviorr Wh at we s ee
whether negatve or positve, is confdental
wi t h .dtis hoethePALS, volunteer or parentsCblace 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
teacherQresponsibility to report information concerning a student to the parent.

Pl ease refer to the following symbols throughou
requirements and PALS fulfll ment | evel s:

Cr edi t ThG positiokrequires a criminal and credit history report clearance to
be completed by the Diocese.

Sc hool Thisgpasitiod requires volunteer time entirely or near entirely during

normal school hours.

Some Sc h o thispoditionraqusires some, but not all, volunteer time during
normal school hours.

Ful | C o mnhistpasigon fulfills 100% of your PALS commitment.

Thr-@eart er s Cdhmispdsitiomfalfills 75% (3/4) of your PALS
commitment.

On-elal f C o mmihistpavigon fulfills 50% (1/2) of your PALS commitment.

On-Quart er Co thimpoditionefulfitls 25% (1/4) of your PALS
commitment.

__H__
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What 1 s PALS?
@2 KIFd Aa t! [ YOU YARE (€@ohs$ tive in ( kafning ( Buations

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 child@/childrenQ educational environment.

©2 K R2S& (KS ThéHodrdis.made ipBf paredtddike 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.

Sigp Process

@@l 26 FNB t! [ { 1J23aAa 2 yAlnoh-dpohtadpEFpositichs (all I YA £ A
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).

@2 KSNBK 6 KSY R Patek for &nlind 3fgn-wzkdK be announced in the weekly
school newsletter,/ 2 dz3 | NJan@ Nsb tBrdughXommunications from the Director of
Admissions.

@/ Iy L aA3y dzLJ F2NJ G462 LI &duamzyyignupoythet ! [ { N
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 Positons

©2 K& I NB 32YS LI & Manpgsiiond ohtatd the/SchGoRBKard and the
PALS Board have specific qualifications and may require special skills or capabilities.

©2 K2 Yl 18538 GKS RSOAAAZY ScfedidiisbakeS onlanJLI2 A Y (i S
applicantQ qualifications and previous PALing history. Decisions are made by the appropriate
board, principal and/or principal designee.
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PALS Positons (contnu

© Ly L FLIJX & F2NFyYy | LR AV S-BrlIKM dsksigringhts R dzN.
on sign-up day are only for non-appointed positions.

©2 Kl BOAMLI & g OBone volunteering, in ANY ¢
obt@2 WL AhRhyO©Sgh the Diocese of Tucson. Th
background check. It is elbai mag pPODDosAYGA

positon befoTketbDiccese dofneTucson -6¢c owrepd ki sa |
compl et e.

PALS Ful fl |l ment

@/ 1y L OKIy3S Y& YA soRetimeDSandilyisEEckioh dodbhod édd/ K
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.

@2 KI 0 K LISy & A B 1A (0 lan@ryebcesyhSopel. We depend on you
keeping your commitment for your selected duty, time and date. If you can@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.

@2 KIF G KFLIISyYya ¢AldK SEO Partofithd BALSICapdiGtor@Bris T 2 N
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.

@/ 1y L AKINB 2NJ AL AG GKS O BeYieYalyihof. Syirileffost A (1 K
to provide efficient and consistent PALS, this is not ideal as you will be trained to do your
specific duty.

@/ Ly Y& &1)32dzaS YR L R2 &SLINIGS GAYYAGYS
course...on the condition that BOTH you and your spouse attend and work as two separate
entities and as separate Osets of hands.€

@/ Ly I INIYVRLI NBYG 2N 20KSNI FTNASYRKTEFYAfE @
O2YYA YSfy’o(]rié!All of the above applies to anyone working on your familyQ
behalf.




AUCTIONaturday Nov. 2nd 2024

Auct-@Ghairperson (1 posit@})

Posi t on DehsGhairpegon anth Co-Chair will work together to organize the St. Cyril School
Event, specific responsibilities include:

1 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

1 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

= =4 =4 -4 =4

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

Hour s R &ayies but ieclddes attending all organizational meetings starting 6-8 months before
the event through the weekend of the event.

Auct-6eChairperson/ Elect (T

Posi t on DesGo-Chainpersanand 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
1 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

=A =4 =4 A =4

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

1 The Co-Chairperson will take over as the Chair for the next Auction
1 Work closely with solicitation and underwriting position

Hour s R &ayies but ieclddes attending all organizational meetings starting 6-8 months before the
event through the weekend of the event.

__p__



Auct-Bast Chairperson

Posi t on DehsPastGhgirgerson servesin a mentorship and consulting position to the current
Chairperson and the Co-Chairperson.

Auct-8nl ent and

Coordinaton (2

TURN I N DAY: October 1, 2024

Posi t on Dehssetwappsitiamssolicit 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.

1 Coordinate family item donations
1 Solicit live auction items

Hour s R &aias,ibutiectlides attending all organizational meetings through the weekend of event.

Posi ti on Thiemogtionwiltobrdimate a committee of volunteers (including the School and
PALS Board Members) to solicit for event sponsorships. Specific responsibilities include:

1 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

1 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)

1 Makes sure that all sponsors send their logos
1 Orders and hang sponsor banners

1 Post event: send out thank you notes

Hour s R &ayies,ibut mdtlides attending all organizational meetings through the weekend of event.
Position begins 6-8 months before the event.



Auct-Baverage andoRosdt 8

Posi t on DRespensibiefot bevarage 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

= =4 4 4 -4 - A

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.

Hour s R &ayies butieclddes attending all organizational meetings before the event through the
weekend of the event.

Auct-Dat abase Chair ancJ

(2 positons)

MUST COMPLETE THE ONLI NE CREDI T HI STORY CHECK TH

Posi t on DFhispodtionpequires a computer-experienced individual to complete the following
tasks for the auction portion of the event:

1 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

= =4 =4 -

During the event — generate guest bid numbers and auction item numbers, generate bid sheets, input
winning bids and generate invoices for auction guests

1 Coordinate the event closing with the Auction Treasurer

1 Attend all event organizational meetings and the Event

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

Hour s R &ayies,ibut mctldes attending all organizational meetings through the weekend of event.
Position begins 6-8 months before the event.

__T -



Auct-@Ghassroom Basket L e

Posi t on DFhispodgtionpviil delp with various tasks, including but not limited to:

9 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

= =4 =4 =2

Ensure items are transported to the site and are set up

Responsibilities begin in August

Hour s R &ayies withavdilability, 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.

Auct-@Ghassroom Basket

(5 posmftooonseach depart

1 Posi t on Dthispmditibnpeiguiras creative individuals who can work with the students,
department teachers and art teachers to create dynamic classroom baskets to be offered at the EventQ
silent auction. Each coordinator will design the classroom baskets for each homeroom within the
department. Responsibilities begin in August.

Hour s R &ayies with avdilability. It is necessary to be available to work during the day with the
students at times designated by teachers.

Auct-@Ghassroom Art Proj €]

Posi t on Dhispositionpviil 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.

Hour s R &ayies with avdilability, 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.

__y__



Auct-@Ghassroom Art PopBopoé€

Posi t on DEhispoditionpeguiras creative individuals who can work with the students, department
teachers and art teachers to create dynamic art projects to be offered at the EventQ@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.

Hour s R &ayies with avdilability. It is necessary to be available to work during the day with the
students at times designated by teachers.

Auct-bacoratons Chair (1

0Si t on DEhis centivepndiddaal is charged with:

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

P
1
1 Supervising the decorations committee and lead all committee meetings
1 Assisting in the decision of the event theme, in coordination with Event Chairpersons
1 Decorating the dinner area and other areas to be used for the event

1 Attending the May meeting

Hour s R &ayies,ibut mctlides attending all organizational meetings through the weekend of the
event. Position begins 6 months before the event.

Auct-Bbacoratons Commit ee (

Posi t on DFhispoditiongstfoo cneative 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.

Hour s Re g u iMuseattend nvoathlyioreother 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.



Auct-Bhcket Sales (2 posiffon

Posi t on Dleslétuiegsdlety on:ticket sales and marketing of the event. Tasks will include:

1 Promoting ticket sales
1 Coordinating in person ticket sales with ticket team

1  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.

1 Check office for tickets purchases

Make deposits with PALS treasurer
Log in personal ticket sales/purchasers with database manager

Hour s R &ayies,ibut éhekk with chairperson on when to begin and what meetings to attend.

Auct-8Bapport Staf (6 posiggon

Posi t on Dthseventisuypdordsmaff will assist the Event Chairpersons with various tasks, includ-
ing but not limited to:

1 Event set up the day of the Event -all day assistance is required
1 Event check-in and check-out -assist as runners

1 Event clean-up

1 Monitor auction item tables during the silent auction

1 Close auction tables at the appropriate time

H

our s R e&wilability eefore, during and after the event.

__Mj'l._



BLOCK PART ¥ebruary 28, 2025

Bl ock-Chaaritryper sons (2 (g

Posi t on Dehschairgerpohsavifi 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

= =4 =4 A -

Arrange for liquor and food licenses
1 Submit written post-event report to the PALS Board

Hour s R Bagtime avadlabhility during the weeks prior to the event is necessary and must be very
flexible.

Bl oc k—(Poaorrtdyi nat or s

Posi t on D e€osrdimatorpwillbb@under the direction of the Block Party Chairpersons. Attendance
is required at all planning meetings and must attend the event.

Hours Required: Atend all pl anning m

Bl ock—Heaard yBart ender /
Bl oc k—(Paakret yWal k Coor di
Bl oc k—CPaarrntiyv a | Games

Bl oc k—aegltdy Games Coor

Bl oc k—Hoaordt yCoor di nat or

Posi t on D ésgpandibfe forocreating 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.

11



Bl oc k—CPoaorrtdyi nat ors (Contnue

oc k—Huamr tHouse Coor di

OC k—TPaalretnyt Show Coor di

oc k—TPhaer tGr ew Coordi nai
Bl oc k—Plaeraany Up Coor di na'»

Bl ock-SkPdritcyi t at on of Spou:

Posi ti on Thiemdgtionwiltobrdimate a committee of volunteers (including the School
Board Members, PALS Board Members and Auction@Q Solicitation of Sponsorship PAL) to generate
and gather event sponsorships for the Block Party. Specific responsibilities include:

1 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

1 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)

Hour s R &aries but ieclddes attending all organizational meetings from August to May.

Bl oc k—TPhaer tG/r e w

Bl oc k—BPaarrtteynder s ( 2 posi
Bl oc k—CPaarrntiyv al Ga mes Wor



Bl ock—Pet@rew (Contnued)

Bl oc k—Hoaordt yPr ep Assi st a

Posi t on Dé&advance qf theoement, 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.

Bl oc k—HPoaordt ySG rainldl Person

Posi t on Deéeat¢Cook fpdd ibems on site depending on what is on the menu

Bl oc k—FPoaordt ySMeannddor s ( 3 &

Posi t on Da&Verksthé fpot sband; fulfills patrons orders as they arrive.

Bl oc k—HPoaordt ySKiatncdhen Cl ea

Posi t on D eédpshring nttemm$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.

Bl oc k—MPaarrkteyt ng Support

Bl oc k—SPuagratry Shack Assi 31.

Bl oc k—@aeraany Up Crew (4 l@

Posi t on D e®&eepcleanipgicremmembers 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.

Bl ock—eatr typ Crew (4 pos@

- MO__



Bl ock—Pet@rew (Contnued)

Bl oc k-Gearetrya | Crew (20 ps

Posi t on D ewrasiwill pdiuderfood, 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.

Hour s R EBuljdayon daydof event

BOARDS

Arpno:=d MmitisendschAodBvardSw@itioys S c f

School Board Members (up

Posit on DehsBoardQmdin@urpose isto 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 completean! LJLJX A OF a2y F2 NJ !
. 2 NR taRdiXohtactlye &urrent 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.

Hour s R @hisdommienent requires attendance at monthly School Board meetings. Members are assigned a
specific Board responsibility, which requires extra hours of service between Board Meetings.

- M n__



Arpcpno:d MLt eoad PRsAINS  Boar d

Appointed PALS Board members serve for two or three yearsonthe Board. Not al | positons are a
Persons interested in a PALS Board position for the 2024- 2025 school year should completean! LILI A OF a2y F 21
I LILI2 AY (SR . &ntl chidiact the2PALS BoaRdyVide President /President after completing the application

Presi dent

Posi t on DFhisistheisepohdo/enr. of a three-year commitment. In addition to representing the board at var-

ious school and parent events, the PALS Board President:

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

1 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

= =4 =4 -

business
1 Meets with PALS Board Chairpersons and sets up the following yearQ calendar and dates which must be confirmed

and registered with the School office

Vice President

Posi t on Dmrhisistheifintyearnf:a three-year commitment. The PALS Board Vice President:

1 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 year@Qopen 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

=2 =4 =4 4 —a A A

| mMmmedi ate Past Presi den

Posi t on DEisistheithird andrfinal year of a three-year commitment. In addition to
representing the board at various school and parent events, the PALS Board Immediate Past President:

1 Attends monthly PALS Board meetings which are the second Thursday of the month at 3:30 pm.
91 Shares historical knowledge with the board members
Hour s R¥agesi r ed:

- Mp__



Secretary

Posi t on DEisisatwopdaraammitment. In addition to representing the board at various school
and parent events, the PALS Board Secretary:

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

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

1 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

1 Handles all PALS Board correspondence

1 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.

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

1 Coordinates with PALS Board and provides content for Cougar Tracks

Hour s R¥agesi r ed:

Treasurer

Posi t on DFEhisistheisdaohdoyenr 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

Being the PALS Board liaison to the Parish Financial Officer

1

il

1

1

1 Providing monthly report to the PALS Board

1

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

ours R¥gesi r ed:

stant Treasurer/Evr

Posi t on DRescription: phis @ 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.

1
1
1 Acts as the liaison for fundraising events (Spring and Fall) and initiatives
1 Attends Spring and Fall Events to handle all cash-related needs

H

ours R¥agesi r ed:
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PALS Coordinators (3 Po@i

Posi t on DEisisatwopdaraammitment 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

= =4 -4 4 -4 -8 A -

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

1 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

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

Hour s R ¥aged throughdut the year with busier times at the beginning of the school year and PALS
registration. Position begins July 1 and concludes May 31.

New Family Ambassador Co@r

Posi t on Dmaisedohgnduringithat 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

f Coordinates with School Registrar to identify new families and assign them to the appropriate New
Family Ambassador

1 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

Hour s R &ayies.iThe podition begins on Julyl and concludes May 31.
- M T__



Hospitality Commitee (3@30

Posi t on DFEhisisartwopdaraammitment. 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

= =4 =4

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

Coordinates the @Tasty Treats€ 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

T = = ==

ours R®¥agesi r ed:

CLASSROOM

Cl assroomcPRAdSi t or(st)0 B[00

|l mport apAtl INocctleassr oomnPALS trhes ts chiogpd  of ce.

In this position, PALS wor k directly with .Tdkevaryaecarding®the i n a ¢
teacherQplans for the day. You may choose to work in any department, not just your own childQ

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

!
1
1
1 Clerical work; supervision; and assisting in that department or others as needed
1 Assist in all academic and enrichment classes

H

our s R8ptxawsishoarslper week ( 8:00a.m.—M M Yaonfand 11:30 a.m.—0 Y A.m.)
- M y__



Science PAL$1(qupﬂ€sjiotr<@5)

Positon Descr #p-tTheBcience PA hedpsltieeScierkce 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
scienceteacher. The Science Fair 230 2s5¢c hsecdhuoloeld yfeoarr .t he 202

Gr a d-8 s Th&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. Th e Sci ence F
schedul ed 2025tdeh@d®dl24year .

Hour s R @mproxintatelg3:hours/week. Additional time needed during the Science Fair

DEPARTMENT POSITIONS

AtHome PALS by Depart mel}

Posi t on DEis@mnitmdntdsronly 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.

Hour s R &aies.iSpecfidhours determined by the teacherQ needs.

Bull etn Board CreatorS

Posi t on Deesseppsitigni(oonnie f or each department t haet des
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.

Hour s Re&aiesi r ed:



Depart ment Coordinators

Posi t on Deeeisoneprttwodepartment coordinator(s) for each of the five school
departments (Kinder, Primary, Intermediate, Adv Intermediate and Junior High). Each coordinator must:
1 Meet with teachers bef ortoereviewhtle PALSsdhaduienforthg of s c ha

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

school
1 Coordinate parties and special events as needed by department such as, but not limited to: Camp Cooper,
Open House, Halloween, ValentineQ Day, Christmas/ Las Posadas, Department Field trips, etc.

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

Hour s R¥agesi r ed:

Junior High 8th Grade T

(2 positons)

Posi t on Dehssepeopl@willoneet 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.

Hour s R¥agesi r ed:

Juni or Hi gh Graduaton Da

Posi t on Dehisppditiongstomemto 7t h g r a daad bpgasrineviarthsThe 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.

Hour s R ¥agey, earlyspding

Junior High Graduaton Rec ¢

Posi t on Dthispmogitiondstomemto7 t h g r a daed bpgmsrineviarthsThe 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.

Hour s R ¥agey, earlysmling



Seup PAiLndergarten (1 posi@

Seup andddwdAlS G#Bades per B

Posi t on DBws gositiod peodapartment (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).

Hour s R ewprkihgtwe 8-hour days prior to the start of school and then two additional 5 —hour days

| 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.

Lunc h—+PAlLdSer garten (8 po@

Positon Descripton: This positon r equThismstonssucces
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.

Hour s R @acaiperiweekifor approximately two hours. Lunch times vary slightly Monday-Thursday.

Lunch Leads (Managers)

Positon Descripton: This positon r e q UEachLenshleadisc c e s
responsible forma n a ghie speration 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.

Hour s R ©ngen wdelefrdrm approximately 10:35 a.m. - 12:35 p.m.

Lunch Monitors (8

Positon Descripton: This positon r equlunchéVonitsrsuCc c € S
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.

Hour s R Ongen weelefrdrn approximately 10:35 a.m. - 12:35 p.m.



Lunch Servers (12 posi f03)

Positon Descripton: This positon r equlunchsSaverPALE Cc e S
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.

Hour s R ©ngen weelefrdrm approximately 10:35 a.m. - 12:35 p.m.

OFFICE/HEALTH ROOM

Heal th Room PALS (3 posafn

Posi t on DEhsHeathiRpotn BALS:will work in the health office; dispensing medication as di-
rected, attending to minor injuries and children@ 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.

Hour s R 8pxasi5 hoarslper week. Specific hours determined by the health office personnel.

Mar ket ng PALS (2 posit o]

Posi t on DEhscendidatestfop 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.

Hour s RHEeayibld, woeldlirnclude a weekly meeting with the Communications Supervisor.



Of ce PALS (3 positons)

Posi t on Dthispmoditionrdpartndirectly 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

== =4 =4 =

Sorting Lost and Found items
1 Organizing the office closet

Hour s ROngdayarweell: Tuesday and Thursday 8:00 am—mM M Yam/Wednesday from 11:45 am—
2:45 pm. Requested days may change due to school needs.

Uni form Swap/ Sal e Coor digf

Requires credit history check yearly through the

Posi t on Deosrdinate gnd ptam3: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.

PARISH POSITIONS

Catechists (2 positons)

Posi t on Dsulsjectitoiagpitoval 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:

1 Teaching weekly Sunday School classes for 26 weeks
1 Assisting with annual registration and special celebrations
1 Attending Catechist training session and meetings are mandatory

Hour s R gundays from t1:00 a.m. to 1:00 p.m., August through April, and special celebrations.



Catechi st Assi stant s

Posi t on Dsulsecttoiagpriovalof:Parish Religious Education Coordinator, this position assists
the classroom catechist. Specific tasks include:

1 Assisting catechist at weekly Sunday School classes for 26 weeks
1 Assisting with annual registration and special celebrations
1 Attending Catechist training session and meetings are mandatory

Hour s R gundays from t1:00 a.m. to 1:00 p.m., August through April, and special RE.

Coll ecton Counters ( @(;_:..

Requires credit history check every year

Posi t on DRiebpstosortatdaoant 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.

Hour s R éwryMondaydTuesday if Monday is a holiday) from 8:00 a.m. to 10:30 a.m.

Collecton Counters |kgEBRCE

Requires credit history check every year

Posi t on DAssSsttha Pprish®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.

Hour s R é&wryWednesday or Thursday from 8:00 a.m. to 10:30 a.m.

Vacaton Bi ble School Di

Posi t on DRespensibiefot ptanming 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.

Hour s R ¥ages butrirelades 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.

- H n__



Vacaton Bi ble School Co a {;

Posi t on Deafsciditator wHo ensutes 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

== =4 =

Setting-up and decorating stations
1 Being available to assist leaders during daily sessions

Hour s R ¥aged butrireladdes 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.

Vincent de Paul Foc@:ﬁ”

Posi t on D elag publigieds, @rpanizes 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.

Hour s R &ayies.i Team ditl 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.

MISCELLANEOUS

Ar t Show Coordi nator

Posi t on Dthismogitionpmvorks rand 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.

Hour s Re&aiesi r ed:

Artsonia Coordinator (E3@ED

Posi t on Dthispmoditionprdqures 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.

Hour s Re&aiesi r ed:
__Hp__



At hl darask and Field PAL 1

Posi t on DRAbwould agsitt cosiches during practices and with track meets. This could include
supervision of students at specific track events, organizing students for meets, etc.

Hour s R étendialt peactices and track meets.

Book Fair PALS (4 positBN(R)

Posi t on D®eoskdair PADStwidl meet with the media center personnel, help set up, monitor
students, and close out the events. The position is for b 0 Bdwok Fairs (Catholic School Week and at the end
of the year)

Hour s R &k media gdonnel will set the hours. The Book Fairs run during the last week in January
and in late April/early May.

Break Room PAL (1

Posi t on DesPalwillpniveatary break room supplies, communicate with Hospitality members
of the PALS Board on needed items, stock faculty refrigerator, and tidy the break room as needed.

Hour s Rdepm an&udsday and Thursday

Cat holi ¢ School s Week

Posi t on DFEhismditionpwill meet with the Communications personnel during the first week of
December and assist in the planning, coordinating and executing the week@Q events. With a full week of
celebrations PALS should be available to help coordinate days and events with staff support.

Hour s Re&aiesi r ed:

Posi t on De€hicPALS g3sisteo 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.

Hour s R BagswfiSarvicadwould be Wednesday/Holy Days if during school and Sunday Mass

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

26



Christmas Concert/ VLas g)

Posi t on DRusingthe waedksofiDecember, the PAL will help school staff including:

1 Assisting with practices and teaching dances
1 Assisting with costume Events Coordinators.

Hour s R eJgetwith Bnrithment teachers in October to create the PALS(3chedule

ce Cream Soci al Event s

Posi t on Desvaenbgrstwilassistthe 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 wor k bot h tdrecdivethefullMaliy event s

= =4 =4 -4 -4

Hour s R¥agesi r ed:

Mai ntenance PALS (8

Posi t on DTFhis mditionpwill penform 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.

Hour s R &he ohdinteeanlce 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.

Mai nt enanSemmar. S( 4 posi tph

Posi t on DFhis mditionpwill penform 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.

Hour s R é&aghsummer BAL 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.
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Mass PALS (2 positons @

Posi t on D e&hs positiopréqoines: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.

Hour s R eJgetiwith teedeligion teacher in August to create the PALSC3chedule

New Family Ambassador Coni

Posi t on Dmasedohgnduringithat 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:

1  Work with the New Family Ambassador Coordinator

1  Work the new family event in August

1 Contact new families at the beginning of the school year and arrange one-on-one meetings to welcome
them to St. Cyril School

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

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

the every day routine.

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

Hour s R¥agesi r ed:

Playground PAHPAL(S8 ppeos iFmED s

Posi t on Davsilable dufng @l 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.

Hour s R &dett onrday df service - Monday, Tuesday, Wednesday or Thursday during all department

lunch breaks.
28



School Projects Coordinalpr

Posi t on Descoordingidr reeats 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:

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

1 Preparing publicity materials to make parents, staff and parishioners aware of the Box Top initiative
encouraging its easy use of scanning receipts

1 Researching other possible income opportunities

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

Hour s R é&lexible, dagtiohe availability during the week and must be very flexible.

Speci al Events Coordinatag

1 fd4r K8jor 5

Posi t on De&he wardinptér ceports 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.

1

1

1

1 Coordinate with school office for reserving rooms.

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

ours R¥agesi r ed:

Yearbook PAL (1 posit

Posi t on DEhismoditionpvorks with the schoolQ Yearbook Advisor and staff member to produce
the annual yearbook. Specific duties are to be determined by the Advisor.

Hour s R égneeted fdre Christmas. January through April 15, one 1/2 day per week, with some
extra time for working on sponsorships, organizing and proofreading.
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