DUTIES & RESPONSIBILITIES OF THE ST. ANDREW HIGH SCHOOL FOR GIRLS

PTA COMMITTEES & GRADE REPRESENTATIVES


1.
PRESIDENT
· Convene & Preside Over Meetings
· Plan Agenda

· Spearheads projects and activities
· Reports at General and Annual General Meetings

· Sits on the Finance Committee

2.
VICE PRESIDENT
· Overseas and monitors Fundraising & Public Relations Committees

· Follow-up and ensure all decisions taken at the meetings are actioned.

· Presides in the absence of the President.

· Monitors projects of Year Groups.

3.
SECRETARY/ASSISTANT SECRETARY
· Record and prepare Minutes of all meetings and distribute same to PTA Executive Members.

· Prepare and distribute the Agenda for all meetings.

· Notify members of the dates and time of extra-ordinary meetings.

· Book venues for PTA Executive meetings and arrange refreshments.

· Prepare all correspondences relating to the PTA.
4.
TREASURER/ASSISTANT TREASURER
To safeguard the PTA funds through

· The keeping of proper records of all Financial Transactions

· Ensuring receipt of invoices and documents substantiating all income and expenditure.

· Obtain monthly bank statements for all current accounts and reconcile these statements.

· Prepare a Statement of Financial Affairs for General and Executive Meetings.

· Spearhead collection of dues

· Prepare PTA budget for approval by Executive Committee at first Committee meeting for School year.

For Sub-Committees:

· Oversee income & expenditure for projects

· Ensure the Project Chairman makes a Financial Report within six weeks of projects’ completion.

· Chair Finance Committee

5.
GRADE & YEAR GROUP  REPRESENTATIVES
· Liaise with the girls in each grade, year group, the Year Group Supervisor & the PTA.

· Meet and have prayers with the respective year groups monthly and at least once per term.

· Plan activities or interactions based on the needs of the Group.

· Responsible for ticket distribution and the collection of monies for events. 

· Monitor Year Group related projects and attend PTA Meetings.

N.B.  
Meetings must be previously arranged with the Year Group Supervisor. 
6.
TECHNICAL & ENVIRONMENTAL COMMITTEE

· Identify projects at the start of the school year based on principal’s suggestion.

· Present budget at Executive Meetings to ensure that funding is available to carry out projects.
· Liaise with Operations Manager to ensure proper maintenance of the school environment.
· Source material and labour for projects.
· Report on activities at committee meetings.
· Provide technical support to the school’s administration.
7.
EXCELLENCE IN EDUCATION COMMITTEE
· Represent the PTA on the Excellence Coalition Committee.

· Assist Excellence Coalition in carrying out some of its functions especially in relation to St. Andrew High School for Girls.
· Continually promote programmes and activities with a view to achieve excellence from Teachers and Students.

· Report on activities of committee at Executive meetings.

8.
PUBLIC RELATIONS COMMITTEE
· Create awareness among parents of the goals and programmes of the PTA.

· Foster a sense of community and co-operation among parent body.

· Provide publicity of the activities of the PTA/School.

· Encourage participation of as many parents as possible in the activities of the PTA.

9.
SPORTS COMMITTEE
· Works closely with the Physical Education Department to raise funds for gears and uniforms.
· Identify companies to be contacted for donations.

· Send “Thank You” letters and news of sponsored events to the sponsors.

· Inform the Executive Body of the events and results.

10.
SPIRITUAL DEVELOPMENT COMMITTEE
· Take and attend devotions at least once per month/term.

· Work with Guidance Department.

· Find ways to enhance the Spiritual Life of the girls.

· Offer support to Teachers and students in times of loss and grief.
· Work closely with the Inter School Christian Fellowship.

11.
FUND RAISING COMMITTEE
· Work closely with other committees
· Spearhead Fundraising Activities
· Inform Treasurer of plans.
12.
FINANCE COMMITTEE
· Monitors the financial affairs of the PTA.

· Investigates creative ways to invest the finances for the best returns.

13.
HEALTH & WELFARE COMMITTEE
· Support the school in its efforts to maintain a clean and healthy environment.

· Educate/train students in proper sanitation practices.

· Assist with Breakfast/Lunch.

· Assist with Books/Uniforms.

· Provide Medical Assistance (either free or at lower costs, that is, through parents/old girls, friends in medical fields.

· Networking of Parents

· Planning Seminars and Providing Counselling.

14.
INFORMATION TECHNOLOGY COMMITTEE
· To motivate, improve and expand the school’s learning community through technology.
· Integrate technology into the school, based on the school’s educational vision.

· To improve student learning.  

· Support the school’s initiatives in the use of technology.

· Provide professional development and support for staff.

· Assist in periodic reviews and updating of the school’s technology plan.

· Assist with evaluation plans so as to ensure that the technology plan generates the desired outcome.
15.
PARENTS’ WELFARE COMMITTEE
· To empower, strengthen, support, inform and assist the parent body to become better, dynamic parents/individuals.

· To consistently support, inform and assist the parent body.

· Plan and execute seminars

· Plan and execute socials

15.
STAFF WELFARE COMMITTEE
· To improve the working conditions of all staff.
· To foster good relationships among staff members
· To assist with the creation of incentives for staff.
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