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PSO MISSION STATEMENT 
 

To suppor t  Five Acr e School t hr ough 
f undr aising, incr easing one on one t ime wit h 

childr en, having par ent s t ake on t asks t o 
allow t eacher s t o t each, pr oviding a social 
and suppor t  or ganizat ion f or  f amilies, and 

encour aging par ent s t o t ake Òowner shipÓ of  
t he school. 
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PSO VISION STATEMENT 
 

To value t he uniqueness and dif f er ences in 
each boar d member  by 
 

!  List ening wit h an open mind t o ideas and 
f eedback 

 

!  Communicat ing clear ly and honest ly wit h 
kindness 

 

!  Elevat ing and maint aining pr inciples 
(Mission) bef or e per sonalit ies and 

 

!  Showing our  genuine appr eciat ion t o each 
ot her  and t he school by wor king in a 
suppor t ive and har monious envir onment . 
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Statement from the 
principal  

 
PSO support very significantly improves student learning at 
Five Acre School. It is an integral and vital part of the school 
program. The PSO supports learning in three ways: fund 
raising, volunteer hours, and social events. 
 
Eighty percent of the money raised by the PSO is channeled 
equally into the Equipment Fund and the Lisa Inman 
Scholarship Fund. The Equipment Fund has purchased many 
thousands of dollars worth of learning materials, ranging 
from blocks and shelf activities to library books to musical 
instruments to playground apparati. Many of these items, 
like the climber and the chromatic xylophones, were 
extremely expensive and would have necessitated cutting 
other worthwhile expenditures if the PSO funding had not 
been available. The Scholarship Fund brings the school 
many wonderful students and families who would not be 
able to attend Five Acre otherwise. These families in turn 
contribute their skills and energy for the benefit of all the 
children. 
 
Volunteer hours vastly increase the range and quality of the 
learning activities the school can offer. The annual All-
School Performance, for example, is only made possible 
because parents and care givers so readily help with scenery 
and costume making, transportation, backstage assistance 
with the children, and so on. The horse program exists 
because each fall and spring volunteers devote many hours to 
handling the horses and shuttling students out to the track. In 
the Primary Class volunteers commit to a regular schedule of 
reading with students and writing down their story dictations. 
In many, many other ways families give their time and 
talents to support school learning. 
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The PSO conducts social events that build the strong spirit of 
community that is essential to the success of the Five Acre 
program. The start-of-the-year gathering, parent education 
nights, teacher appreciation lunches, the spring School 
Sleepover and Pancake Breakfast, and other activities have 
been enjoyed by students, parents, and staff for many years 
and help build bonds of fun and friendship between us all. 
They promote student learning because children learn best in 
a setting where they feel they are valued and play an 
important role. To them, family participation is the ultimate 
seal of approval that makes their school an extension of their 
home! 
 
 
Bill Jevne 
Principal, Five Acre School 
 
 
 

501(c)3 Status 
 

In the Spring of 1999, the PSO, after a lot of research, hard 
work, and perseverance received 501(c)3 status from the 
IRS.  501(c)3 enables us to be a Ònon-profitÓ organization, 
which allows donations to be tax deductible.  This status also 
allows the PSO to be eligible for more grants. 
 
Debbie Abell, Debbie Ruddick, and Sandra Ramsey  
should be congratulated!  Thanks for a job well done. 
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Fundraising 
Events  

 
Why do we do fundraising? I already pay tuition.  

Where does the money go? 
 
The PSO does fund raising to help support the school in its 
goals.  The money raised is divided up as follows: 
 
40% goes to the Lisa Inman Scholarship Fund.  

This fund has been established to help assist families 
that might otherwise not be able to send their children 
to Five Acre School. 

 
40% goes to purchase equipment for the school. 

In past years, the PSO purchased the Tire  
Swing and donated over $500 towards the cost of 
building the Climber.  A marimba, metallaphones, 
and other instruments have been purchased for the 
music program.  Other equipment includes a 
laminator and a binder machine, math books, and 
balls for the play yard. 

 
20% goes back into the operating cost of the PSO. 

This money is spent on holding social events 
throughout the school year (e.g., Back to School 
Social, All School Recital, All School Sleepover and 
Pancake Breakfast), community service projects, 
teacher appreciation luncheons, and sponsoring a 
parent educational event (i.e., a speaker coming to the 
school and holding a seminar).  Child care for PSO 
meetings and administrative costs are also part of 
such operating expenses. 
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PSO EXECUTIVE BOARD 
 

Chair 

Vice-Chair 

Secretary 

Treasurer 

��

COMMITTEE POSITIONS 
 

¥ Fundraising Chair 

¥ Glitz Chair 

¥ Parent Service Hours Coordinator 

¥ Hospitality & Staff Care  

¥ Correspondence 

¥ Explorer Class Representative (3rd - 6th) 

¥ Discovery Class Representative (K - 2nd) 

¥ Primary Class Representative 
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Board Job Descriptions 
 

CHAIR 

Duties include the following: 

1. Schedule meetings, plan agenda, facilitate meetings, 
begin and end on time. 

2. Work with other board members and committee 
heads as necessary, giving feedback and support, 
assisting with fundraisers, collecting written reports 
from absent board members, etc. 

3. Schedule dates and plan events (along with the entire 
board) for school-wide PSO meetings. 

4. Seek input from parents and staff regarding PSO 
functions, events, and fundraising. 

5. Complete record keeping and filing. 

6. Be a required ÒsignerÓ for the PSO checking account. 

7. Place reminder sign on the door to invite parents to 
the monthly meeting. 

8. Encourage  parents to attend PSO meetings and serve 
on the board.  

9. Maintain the goals of the PSO, operating on a 
consensus-cooperation model and help the board 
continue to evolve. 

10. Make board meetings fun with an opportunity for 
individual growth. 
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VICE - CHAIR 

 
Duties include the following: 
 
1. Assume chairÕs duties in his/her absence. 

 
2. Keep the PSO Handbook up to date. 

 
3. Assist Parent Service Hours Coordinator with writing 

a parent service hours letter and help to ensure that 
parents are fulfilling their service requirement. 

 
4. Assist or fill in for all other board and committee 

members as needed. 
 

5. Arrange childcare for monthly PSO meetings. 
 

6. Attend monthly PSO meetings. 
 

7. Read minutes from meetings. 
 

8. Send a written report if unable to attend a PSO 
meeting. 

 
SECRETARY 

 
Duties include the following: 
 
1. Attend and take the minutes of the monthly PSO 

meetings and distribute copies of the minutes to all 
board members prior to the next meeting.  The 
minutes shall include the following: 

 
 (a) Time, place and members present 
 (b) Copies of the Treasurer's report 
 (c) Decisions made and voted on by the board  
 related to PSO business 
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 (d) Announcements and other matters   
 including time and place of next meeting. 
 
2. Make arrangements for another board member to take 

minutes if necessary. 
 
3. In cooperation with Five Acre School administrators, 

maintain files for all PSO minutes and 
correspondence to be kept in the PSO drawer in the 
Five Acre School office. 

 
4. Send a written report if unable to attend a PSO 

meeting. 
 

TREASURER 
 

Duties include the following: 
 
1. Maintain a checking and savings account. 
 
2. Maintain a complete set of monthly and annual 

financial records. 
 
3. Prepare (along with other board members) an annual 

proposed budget for the upcoming year. 
 
4. Prepare a monthly financial statement for each board 

meeting. 
 
5. Check PSO post office box in Carlsborg once a week.  

Bring correspondence to monthly meetings or 
distribute as needed. 

 
6. Supervise collection of all money for fundraising. 

 

7. Be a required ÒsignerÓ for the PSO checking account. 
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8. Attend monthly PSO board meetings. 
 
9. Read minutes from meetings. 
 
10. Send a written report if unable to attend a PSO 

meeting. 
 
 

Committee Job 
Descriptions  

 
FUNDRAISING CHAIR 

 

The main goals of the fundraising committee include raising 
money for funding the PSO, purchasing equipment or special 
items for the school, and soliciting donations for the 
scholarship fund.  The committee will also provide money to 
school-wide events and toward special needs of the Five 
Acre School and its families as the PSO sees fit.  
 
As chair of this committee, duties include the following:  
 
1. Organize a fundraising committee.  
 
2. Hold two small fundraising events during the school 

year, with the aid of the committee and board 
members.  Examples of past Òsmall eventsÓ include 
Student Art Cards, sales of Five Acre School Logo 
Items, and SeeÕs Candy sales.  

 
3. Get PSO Board approval for the two small events.  
 
4. Coordinate with the Treasurer to ensure accurate 

accounting of all expenses and income. 
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5. Attend PSO meetings as available or when requested 

by the PSO to give updates or post-event reports. 
 
NOTE:  The Fundraising Chair may choose to work on the 
Glitz but is only responsible for overseeing any fundraising 
other than The Glitz. 
 

GLITZ CHAIR 
 
The annual PuttinÕ on the Glitz is the largest fundraising 
event of the PSO year. Traditionally held in late winter, this 
event requires a team effort and significant volunteer hours.  
An individual with good organizational skills, an ability to 
listen and communicate clearly, and a positive attitude is 
well suited for this position.  This is a demanding role;  thus, 
as appropriate, there may need to be Òco-chairsÓ rather than 
one individual serving as chair. 
 
Duties include the following:  
 
1. Organize a Glitz committee.  
 
2. Organize subcommittees (as deemed necessary), such 

as decorating, food, sponsors, set up, clean up, 
contracts, PR & advertising, raffle, ticket sales, etc. 

 

3. Prior to the Glitz, submit a budget to the PSO Board 
for approval.  

 
4. Coordinate with the Treasurer to ensure accurate 

accounting of all expenses and income. 
 
5. Hold a meeting following the event to go over the 

budget and Òlessons learned.Ó 
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6. Ensure that thank you notes are sent to all sponsors 

and businesses/individuals that donated materials, 
services, or money to the event. 

 
7. When requested, attend monthly PSO Board 

meetings and provide Glitz progress reports. 
 
NOTE:  The Glitz Chair may choose to work on other 
fundraising events, but is not responsible for overseeing any 
fundraising other than The Glitz. 

 
PARENT SERVICE HOURS COORDINATOR 

 

The Parent Service Hours Coordinator performs two critical 
functions.  The first is coordinating Five Acre parents to help 
ensure they fulfill their ten service hour requirement.  The 
second is serving as volunteer coordinator.  The PSH 
Coordinator will work closely with all classroom reps to be 
certain that teacher and family needs are being met. 
 
Duties include the following:  
 

1. With input from the school staff and class reps, 
compile and post a master list of the activities, 
functions and duties that Five Acre parents may 
perform in order to satisfy their ten parent service 
hour (per family) requirement.  

 
2. If necessary, ensure that parents are fulfilling their 

service requirement via reminders in parent pockets, 
phone calls, and feedback from school staff.  

 
3. Serve as the liasion between the class reps and the 

board. 
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4. With the help of the classroom reps, recruit 

volunteers when requested to do so by the PSO.  
Volunteers are needed throughout the year for 
various fundraising events, teacher appreciation 
luncheons, and other PSO activites, as well as 
assisting families with special needs (e.g. illness, a 
new child, etc.) 

 
5. Attend PSO monthly board meetings.  
 
6. Read minutes from meetings. 
 
7. Send a written report if unable to attend a PSO 

meeting. 
 

HOSPITALITY & STAFF CARE  
 
Duties include the following: 
 
1. Organize and oversee ÒTeacher AppreciationÓ 

lunches: 
 

(a) Lunches should be held a minimum of 3 times a 
year. 

(b) Post sign-up sheets to enlist parents to bring food 
OR supervise students (if needed). 

(c) Set up the lunch (plates, napkins, and utensils). 

 

(d) If necessary, supervise students in lunch room 
while teachers are eating in a separate room. 

(e) Oversee clean up after lunch. 
 
2. Organize the set up of refreshments offered at school 

functions with the assistance of other 
board/committee members. 

 14 
 
3. Purchase necessary items (coffee, tea, decorations, 

nametags, etc) and turn in receipts to Treasurer.  The 
school will provide table service items (plates, 
napkins, & utensils). 

 
CORRESPONDENCE 

 
Duties include the following: 
 
1. Publish a newsletter informing parents of upcoming 

PSO events and activities, fundraising news, social 
events, volunteer opportunites, and congratulations.  
Frequencey of this publication depends on how much 
information needs to get out and when.  

 
2. Edit articles that may be submitted by other board or 

committee members.  
 

3. Bill Jevne must view & approve the newsletter 
before distribution.  

 
4. Copy and distribute the newsletter via parent pockets.  

 
5. Publish the annual PSO Activity Calendar.  

 
6. Attend PSO monthly board meetings.  

 
7. Read minutes from meetings.   

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

 
These board positions were developed to meet our overall 
goal to help teachers teach.  The individuals who hold these 
positions will make regular contact with the teachers they 
represent to see what might help them in their work with our 
children.  Some examples might include the following: help 
find volunteers for specific jobs, move furniture, or bring 
concerns or needs directly to the PSO Board when necessary. 
 
In addition, these board members will act as liaisons between 
the PSO and teachers, who are often the first to be aware of 
special needs that might arise in our Five Acre community.  
For example, teachers can let the PSO know about an illness, 
a death in the family, an upcoming birth, a move, etc.  The 
PSO strives to have an opportunity to lend a helping hand to 
families when needed.  Certainly, confidentiality is of 
primary concern and the PSO will respond according to each 
families needs/desires. 
 
These representatives do not bring budget requests to the 
board.  All financial concerns go through the school 
administration.  Also, this person is not qualified to mediate 
or critique curriculum, teachers, or children.  They are 
simply available to lend support to Five Acre SchoolÕs fine 
group of teachers.   
 
Duties include the following: 
 

1. Check in with teachers and families proir to monthly 
meetings. 

 
2. Report any Five Acre family or teacher special needs 

to the PSH Coordinator prior to the monthly PSO 
meeting. 
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3. Find volunteers to provide assistance to Five Acre 

families with special needs due to a birth, illness, etc. 

 
4. Extend a welcome greeting to new families who join 

us during the school year by calling and inviting them 
to an upcoming school event.   

 
5. Attend PSO monthly board meetings as available or 

when requested by the PSO. 

 

THE PURPOSE OF 
PARENT SERVICE HOURS 

 
 

In order to support our teaching staff and to allow for 
expanded learning opportunities at Five Acre School, each 
Five Acre family is encouraged to fulfill a 10-hour parent 
service requirement. Please note that this commitment 
translates 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 allow teachers to spend more one-on-one 
time with our children, while simply giving them more time 
to teach.  We want these parent service hours to be flexible 
and enjoyable, with our children being the beneficiaries! 
 
Each class at Five Acre has very different and specific needs.  
You will find a list posted by each classroom suggesting 
some of the opportunities to help you fullfill your 10 hour 
requirement.  Parents may sign up according to their 
schedule and abilities, translating to TIME & TALENTS.  It  
 
is important to feel comfortable with the job or project you 
choose.  If you have talents and abilities other than those 
listed, such as carpentry, sewing, grant writing or special 
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abilities in visual arts, music, or drama, and would like to 
volunteer for special projects in these area, please let us 
know.  Your ideas and creative energies are welcome and 
needed!  Some tasks may necessitate a brief training or 
demonstration to be held prior to the time you are scheduled 
to volunteer.  You will be notified well in advance if this is 
the case.   
 
Please note that serving on the Parent Service Organization 
in any board or committee position (see pages 4 to 12) more 
than fulfills your required 10 parent service hours and is very  
rewarding! 
  
Also, for any ÒtaskÓ that 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 ÒTeaching AssistantsÓ who 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 supporting Five Acre School and for your 
commitment. We look forward to working with you! 

 18 
 

Guidelines  
& Procedures  

These “Guidelines & Procedures” have been developed by 
the board to assist with the running of this ever-growing and 
evolving organization.  Hopefully, questions that may arise 
can be answered here.  However, if you are unable to find 
answers to your questions or you think of something that 
might be a helpful addition to this list, please donÕt hesitate 
to call a board or committee member. 
 
1. Working board meetings are held monthly at the 

school, typically in the evening.  Childcare is 
provided if you pre-reregister with the Vice-Chair. 
(see item #8) 

 
2. All financial transactions handled by the PSO shall 

be accepted in the form of a check.  Cash will not be 
accepted by the treasurer.  Any monies to be 
delivered to the treasurer in the form of a check or 
money order MUST be placed in a plain envelope in 
the ÒPSO SLOTÓ located in the school hallway above 
the Òsign inÓ table. 

 
3. All cash in cash boxes held at a fund raiser of any 

kind must remain in the cash box.  Any expenses 
incurred by individuals must be submitted to the 
Treasurer by placing receipts in a plain envelope in 
the ÒPSO SLOTÓ for reimbursement. 

 
4. All fundraising activities must include a master list, 

so that the items involved may be accounted for in an 
accurate manner by the Treasurer and Fundraising 
Chair. 

 


