PSO MISSION STATEMENT

To support Five Acre School t hrough
fundraising, increasing one on one time with
children, having parent s take on tasks to
allow teachers to teach, providing a social
and support organization for families, and
encouraging parents to take @wner shipOof

t he school.
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PSO VISION STATEMENT

To value the uniqueness and dif ferences in
each board member by

| Listening with an open mind to ideas and
f eedback

| Communicating clearly and honestly with
kindness

| Elevating and maintaining principles
(Mission) bef ore personalities and

| Showing our genuine appreciation to each
other and the school by working in a
supportive and harmonious environment.



STATEMENT FROM THE
PRINCIPAL

PSO suppot very significantly improves student learning at
Five Acre School. It isan integral and vital pat of the school
program. The PSO suppots learningin three ways: fund
raising, volunteer hours, and soda events.

Eighty percent of themoney raised by the PSO is channded
equdly into the Equipment FundandtheLisa Inman
Scholarship Fund. The Equipment Fund has purchased many
thousndsof dollars worth of learning materials, ranging
from blocks and shdf activitiesto library booksto muscal
ingruments to playgroundappaati. Many of these items,
like the climber and the chromatic xylophone, were
extremely expendve and would have necessitated cutting
other worthwhile expenditures if the PSO funding had not
been available. The Scholarship Fundbringstheschool
many wondeful students and families who would notbe
able to attend Five Acre othewise. These familiesin turn
contribute thar skills and energy for the bendfit of al the
children.

Volunteer hours vastly increase therangeand qudity of the
learning activities the school can offer. Theannud All-
School Performance, for example, is only made passible
because parents and care givers so readily hdp with sceney
and cogume making, trangportation, backstage assistance
with the children, and so on. The horse program exists
because each fall and spring volunteers devote many hoursto
handling the horses and shuttling students out to the track. In
thePrimary Class volunteers commit to aregular schedule of
reading with students and writing down ther story dictations
In many, many other ways families give thar time and
talents to suppot school learning.
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The PSO conduds soda eventsthat build the strong spirit of
community tha is essential to the success of the Five Acre
program. The start-of-the-year gahering, parent education
nights, teacher appreciation lundes, the spring School
Slegpove and Pancake Breakfast, and other activities have
been enjoyed by students, parents, and staff for many years
and hdp build bords of fun and friendship between usall.
They promote student learning because children learn best in
asettingwhere they feel they arevalued and play an
important role. To them, family paticipaionisthe ultimate
seal of approvd tha makesthdr school an extenson of thar
home!

Bill Jewvne
Principal, Five Acre School

501(c)3 STATUS

In the Spring of 1999 the PSO, after alot of research, hard
work, and perseverance received 501(C)3 statusfrom the
IRS. 501()3 enables usto be a on-profitOorganization,
which allows dondionsto betax dedudible. Thisstatusalso
allows the PSO to beeligible for more grants.

Debbie Abdl, Debbie Ruddick, and Sandra Ramsey
should be congratulated! Thanksfor ajobwell done



FUNDRAISING
EVENTS

Why dowe dofundrmising? | already pay tuition.
Where does themoney go?

The PSO does fundraising to hdp suppot theschoolinits
gods. Themoney raised isdivided up asfollows:

40% goesto the Lisa Inman Scholarship Fund.
Thisfundhas been established to hdp assist families
tha might otherwise not be able to send thear children
to Five Acre School.

40% goesto purchase equipment for the school.
In past years, the PSO purchased the Tire
Swing and donded over $500towardsthe cog of
building the Climber. A marimba, metallaphones,
and other ingruments have been purchased for the
mudc program. Other equipmentindudes a
laminaor and abinde maching, math books and
bdlsfor theplay yard.

20% goes back into the operating cog of the PSO.
This money is spent on holding sodal events
throughoutthe school year (e.g., Back to School
Sodal, All School Recital, All School Sleepove and
Pancake Breakfast), community service projects,
teacher appreciation lundheons and sponoring a
parent educationd event (i.e., a speaker comingto the
school and holding a seminar). Child carefor PSO
meetingsand administrative cods are also pat of
such opeaating expenses.
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PSO EXECUTIVE BOARD

Chair
Vice-Char
Secretary
Treasurer

COMMITTEE POSITIONS

Fundrising Chair

Glitz Char

Parent Service Hours Coordinator
Hospitality & Staff Care
Correspondence

Explorer Class Representative (3rd - 6th)
Discovery Class Representative (K - 2™)
Primary Class Representative



BOARD JOB DESCRIPTIONS

CHAIR

Dutiesindudethefollowing:

1.

10.

Schedule meetings plan agenda facilitate meetings,
begin and end ontime.

Work with othe boad members and committee
heads as necessary, giving feedback and suppot,
assisting with fundraisers, collecting written reports
from absent boad members, etc.

Schedule dates and plan events (alongwith theentire
board) for schoolwide PSO meetings

Seek inputfrom parents and staff regarding PSO
fundions events, and fundraising.

Complete record keeping andfiling.
Be arequired GignaOfor the PSO checking account

Place reminde signonthedoa to invite parents to
the monthly meeting.

Encourage parentsto attend PSO meetingsand serve
ontheboard.

Maintain the gods of the PSO, opegatingon a
conenaus-coopeaation modd and hdp theboad
continueto evolve.

Make boad meetingsfun with an oppatunity for
individud growth.

VICE - CHAIR

Dutiesindudethefollowing:

1.

2.

Assume char@ dutiesin hissher absence.

Keep the PSO Handbookup to déte.

Assist Parent Service Hours Coordinaor with writing
apaent service hours letter and help to ensure tha
parents are fulfilling ther service requirement.

Assist or fill infor al other board and committee
members as needed.

Arrangechildcare for monthly PSO meetings
Attend monthly PSO meetings
Read minutes from meetings

Send awritten report if unable to attend a PSO
meeting.

SECRETARY

Dutiesindudethefollowing:

1.

Attend and take the minutes of the monthly PSO
meetingsand distribute copies of the minutes to all
board members prior to the next meeting. The
minutes shdl indude thefollowing:

(a) Time, place and members present

(b) Copies of the Treasurer's report

(c) Decisonsmade and voted on by theboad
related to PSO busness



(d) Announ@ments and other matters
induding time and place of next meeting.

Make arrangaments for another boad member to take
minutes if necessary.

In coopeation with Five Acre Schooladministrators,
maintain filesfor all PSO minutes and
correspondence to bekept in the PSO drawer in the
Five Acre School office.

Send awritten report if unable to attend a PSO
meeting.

TREASURER

Dutiesindudethefollowing:

1.

2.

Maintain a checking and savingsaccount

Maintain a complete set of monthly and annud
finanda records

Prepare (alongwith other board members) an annud
proposd budgé for the upmming year.

Prepare amonthly finandal statement for each board
meeting.

Check PSO pog office box in Carlsborg onae aweek.
Bring correspondence to monthly meetingsor
distribute as needed.

Supeavise collection of all money for fundraising.

Be arequired GignaOfor the PSO checking account

10.
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Attend monthly PSO board meetings

Read minutes from meetings

Send awritten report if unable to attend a PSO
meeting.

COMMITTEE JOB
DESCRIPTIONS

FUNDRAISING CHAIR

Themain gods of thefundraising committee induderaising
money for funding the PSO, purchasing equipment or special
items for the school, and soliciting donaionsfor the
scholarship fund. The committee will also providemoney to
schoolwide events and toward specia needs of the Five
Acre School and its families as the PSO seesfit.

As char of this committee, dutiesindudethefollowing:

1.

2.

Organize afundraising committee.

Hold two small fundraising events during the school
year, with theaid of thecommittee and board
members. Examples of past Gmall eventsOindude
Student Art Cards sales of Five Acre SchoolLogo
Items, and See® Candy sales.

Get PSO Boad approvd for thetwo small events.

Coordinae with the Treasurer to ensure accurate
accouning of all expenses andincome.
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5. Attend PSO meetingsas available or when requested
by the PSO to give upddes or pog-event reports.

NOTE: TheFundrising Char may choos to work onthe
Glitz butis only responsble for overseeing any fundraising
other than The Glitz.

GLITZ CHAIR

Theannua PuttinGonthe Glitz isthelargest fundmising
event of the PSO year. Traditiondly hdd in late winter, this
event requires ateam effort and significant volunteer hours.
Anindividud with goodorganizationd skills, an ability to
listen and communicate clearly, and a postive attitudeis
well suited for this postion. Thisisademandingrole; thus
as appropriate, there may need to be @o-charsOrather than
oneindividud serving as chalr.

Dutiesindudethefollowing:
1. Organize a Glitz committee.

2. Organize subcmmmittees (as deemed necessary), such
as decorating, food sponrs, set up, clean up,
contracts, PR & advertising, raffle, ticket sales, etc.

3. Prior to the Glitz, submit a budge to the PSO Board
for approvd.

4, Coordinae with the Treasurer to ensure accurate
accouning of all expenses andincome.

5. Hold a meeting following theevent to go over the
budge and Qessonslearned.O
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6. Enaure tha thank you notes are sent to all spon®rs
and busnesses/individuds tha donaed materials,
services, or money to theevent.

7. When requested, attend monthly PSO Boad
meetingsand provide Glitz progress reports.

NOTE: TheGlitz Char may choos to work onother
fundraising events, butis notresponsble for overseeing any
fundraising other than TheGlitz.

PARENT SERVICE HOURS COORDINATOR

The Parent Service Hours Coordinaor peformstwo critical
fundions Thefirst iscoordinaing Five Acre parentsto hdp
ensure they fulfill ther ten service hou requirement. The
secondis serving as volunteer coordinaor. The PSH
Coordinator will work closely with all classroomrepsto be
certain tha teacher and family needsare bang met.

Dutiesindudethefollowing:

1. Withinputfromthe school staff and class reps
compile and pog a master list of the activities,
fundionsand duties that Five Acre parents may
perform in orde to satisfy thar ten parent service
hour (pe family) requirement.

2. If necessary, enaure tha paents are fulfilling thar
service requirement viareminde'sin parent podets,
phonecalls, and feedback from school staff.

3. Serve astheliasion beween theclass repsand the
boad.
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With thehdp of theclassroomreps recruit
volunteers when requested to do so by the PSO.
Volunteers are needed throughoutthe year for
variousfundraising events, teache appreciation
luncheons and other PSO activites, aswell as
assisting families with specia needs(e.g. illness, a
new child, etc.)

Attend PSO monthly board meetings
Read minutes from meetings.

Send awritten report if unable to attend a PSO
meeting.

HOSPITALITY & STAFF CARE

Dutiesindudethefollowing:

1.

Organize and oversee Oeacher AppreciationO
lundhes:

(@) Lundhes should behdd aminimum of 3 timesa
year.

(b) Pog sign-up sheetsto enlist parentsto bring food
OR supeavise students (if needed).

(c) Set upthelund (plates, ngokins and utendls).

(d) If necessary, supavise studentsin lunch room
while teachers are eating in a separate room

(e) Oversee clean up after lunch.

Organize the set up of refreshments offered at school
fundionswith the assistance of other
boad/committee members.
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Purchase necessary items (coffee, tea, decorations
nametags, etc) andturn inreceiptsto Treasurer. The
school will providetable service items (plates,
napkinsg & utendls).

CORRESPONDENCE

Dutiesindudethefollowing:

1.

Publish a newdetter informing parents of upcoming
PSO events and activities, fundraising news, sodal
events, volunteer oppotunites, and congatulations
Frequencey of this pulication dependson how much
information needsto get outand when.

Edit articlestha may be submitted by other boad or
committee members.

Bill Jevhemust view & approvethe newdetter
before distribution.

Copy and distribute the newdl etter via parent podkets.
Publish theannud PSO Activity Calenda.
Attend PSO monthly board meetings

Read minutes from meetings.

Send a written report if unable to attend a PSO
meeting.
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CLASS REPRESENTATIVES

These boad postionswere developal to meet our overal
god to hdp teachers teach. Theindividudswhohold these
postionswill make regular contact with the teachers they
represent to see wha mighthdp themin thar work with our
children. Some examples mightindudethefollowing: hdp
find volunteersfor specific jobs movefurmniture, or bring
concernsor needsdirectly to the PSO Board when necessary.

In addition, these boad memberswill act as liaisonsbetween
the PSO and teachers, who are often thefirst to beaware of
specia needstha mightarise in our Five Acre community.
For example, teachers can let the PSO know aboutan illness,
adeath in thefamily, an upaming birth, amove etc. The
PSO strivesto have an oppotunity to lend a hdping handto
families when needed. Certainly, confidentiality is of
primary concern and the PSO will respondaccording to each
families needgdesires.

These representatives do not bring budge requests to the
board. All finanda conaernsgo throughtheschool
administration. Also, thispersonisnotqudified to mediate
or critiquecurriculum, teachers, or children. They are
smply available to lend suppot to Five Acre School@ fine
group of teachers.

Dutiesindudethefollowing:

1. Check inwith teachers and families proir to monthly
meetings

2. Report any Five Acrefamily or teacher special needs
to the PSH Coordinaor prior to the monthly PSO
meeting.
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3. Findvolunteersto provide assistance to Five Acre
families with special needsdueto abirth, illness, etc.

4. Extend awelcome greeting to new familieswhojoin
usduring the school year by calling and inviting them
to an upaming school event.

5. Attend PSO monthly boad meetingsas available or
when requested by the PSO.

THE PURPOSE OF
PARENT SERVICE HOURS

In order to suppot our teaching staff and to alow for
expandeal learning oppotunities a Five Acre School, each
Five Acre family is encouraged to fulfill a 10-hour parent
service requirement. Please note that this commitment
trandates into only 10 hours per family for the entire
school year, and that this requirement should be fulfilled
whether your child is part-time or full-time. The tasks
parents take on will alow teachersto spend more oneon-one
time with our children, while smply giving them more time
to teach. We want these parent service hours to be flexible
and enjoyable, with our children beng the beneficiaries!

Each class at Five Acre has very different and specific needs
You will find a list poded by each classroom suggesting
some of the oppotunities to hdp you fullfill your 10 hour
requirement. Parents may sign up according to thar
schedule and abilities, trandatingto TIME & TALENTS. It

is important to feel comfortable with the job or project you
choo®. If you have talents and abilities other than those
listed, such as carpentry, sewing, grant writing or special



17
abilities in visud arts, mudc, or drama, and would like to
volunteer for specia projects in these area, please let us
know. Your ideas and credative energies are welcome and
needed! Some tasks may necessitate a brief training or
demondration to be hdd prior to the time you are scheduled
to volunteer. You will be notified well in advance if thisis
the case.

Please note that serving on the Parent Service Organization
in any board or conmittee position (see pages 4 to 12) more
than fulfills your required 10 parent service hoursandis very
rewarding!

Also, for any QaskO tha requires direct contact with
students, volunteers will be required to have a Washington
State Police background check and will be trained in any
necessary techniques.

Paid Oreaching AssistantsOwho have children enrolled in
Five Acre School are not required to fulfill the 10 Parent
Service Hours requirement, because they complete several
in-service work days during the year.

Thank you for suppoting Five Acre School and for your
commitment. We look forward to working with you!
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GUIDELINES
& PROCEDURES

These “Guidelines & Procedures” have been developad by
theboard to assist with the running of this ever-growing and
evolving organization. Hopédully, questionstha may arise
can beanswered here. However, if you are unableto find
answvers to your questions or you think of something tha
might be a hdpful addition to this list, please don®hesitate
to call aboard or committee member.

1. Working board meetingsare hdd monthly at the
school, typically intheevening. Childcareis
provided if you pre-reregister with the Vice-Chair.
(seeitem #8)

2. All finandal transactionshandled by the PSO shdl
be accepted in theform of acheck. Cash will notbe
accepted by thetreasurer. Any moniesto be
ddivered to thetreasurer in theform of acheck or
money order MUST beplaced in aplain envdopein
the @PSO SLOTOlocated in the school halway above
the GigninOtable.

3. All cashin cash boxes hdd at afundraiser of any
kind mud remain in thecash box. Any expenses
incurred by individuds mug be submitted to the
Treasurer by placing receiptsin aplain envdopein
the @PSO SLOTOfor reimbursement.

4. All fundraising activities mug indudea master list,
so tha theitems involved may beaccounted forin an
accurate manne by the Treasurer and Fundraising
Char.



