[image: image1.jpg]}‘ First United Methodist

W‘ PRESCHOOL




2017-2018 FUMP Board Task Calendar


	Committee
	Month
	Event
	Details

	Board Chair
	Monthly
	Meetings
	Meet with director prior to each board meeting regarding agenda items, new and old business. 

	Board Chair
	Monthly
	Meetings
	Announce teacher appreciation dates at each meeting. 

	Board Chair
	August
	Orientation
	Speak to parents at school wide meeting. Topics to be covered: 

· welcome, 

· recognize board members, 

· function of the board, 

· Annual Fund
· thank our teachers.

	Board Chair
	August
	Meetings
	Coordinate with director to schedule speaker to address the board member orientation. 

	Board Chair
	August
	Meeting
	Circulate signup sheet for board teacher appreciation gifts for September through May.  

· Board members bring a small teacher appreciation gift to the staff – can be anything from light breakfast (tacos/bagels) to a small gift.  

	Board Chair
	February
	Meeting
	Form finance committee for upcoming budget cycle.  The finance committee shall be composed of the treasurer, treasurer elect, director, and two members at large appointed by the chair

	Board Chair
	February
	Nominating Committee
	Confirm which members will be returning for the coming school year and inquire if any current members would like to change committees.

	Board Chair
	March
	Nominating Committee
	Appoint members to the Nominating Committee.  It shall be composed of the director of FUMP, Director of Children’s Ministries (or designate), Board Chairperson and two board members. The director will provide list of eligible families. 

	Board Chair
	April
	Nominating Committee
	Present slate of candidates and alternates to the board for approval.

	Board Chair
	April
	Nominating Committee
	Contact approved members to offer positions and if accepted, invite them to the May meeting (as guests, not members.)

	Board Chair
	May
	Director’s contract
	Complete the Director’s contract, based on the outcomes of the May board meeting. Contract should be completed before June 1. 


	Committee
	Month
	Event
	Details

	Equipment
	Monthly
	Ongoing Equipment
	Check in with Director regarding any necessary repairs or improvements that are needed at the preschool.

	Equipment
	April
	Workday
	Schedule preschool workday. Can be held in conjunction with parent conference days

· Contact director to assemble projects/ tasks for workday.

· Contact the volunteer coordinator for a list of volunteers.  

· Compose school wide email soliciting volunteers and send it to the preschool office for distribution.

· Assemble tasks lists and gather/solicit necessary materials and tools.

· Execute workday 

	Equipment
	April
	Workday
	Complete any remaining jobs from workday


	Committee
	Month
	Event
	Details

	Hospitality
	Monthly
	As needed
	Provide teachers with a birthday gift. A small token gift for staff members ($25 limit).

	Hospitality
	August
	Inservice week
	Provide teachers with a welcome back gift.  A small token gift for staff members ($10 limit).

	Hospitality
	October
	Holiday Party
	Coordinate board – staff holiday party.

· Contact host family and confirm date and location.  The party is usually hosted on the first Friday of December.
· Contact caterer and reserve date.

· Contact FUMC child care coordinator regarding child care for the night of the event. 

	Hospitality
	November
	Holiday Party
	Finalize holiday party arrangements

· Send evite to staff and board.  Email address list can be obtained from the preschool office. 

· Select final menu items and coordinate miscellaneous serving items (utensils, glasses, etc. ) with host family

· Select a host/hostess gift for host family.

At November board meeting:

· Solicit volunteers to bring any necessary items to the party

	Hospitality
	December
	Holiday Party
	· Attend holiday party and assist as needed.
· Purchase staff gifts for party ($10 limit)

· Submit receipts for reimbursement through FUMC.

	Hospitality
	March
	Staff Board Luncheon
	Coordinate board – staff spring luncheon.

· Confirm date with director (usually held at noon on Thursday of spring parent conference day).

· Contact caterer to reserve date. 

· Contact FUMC child care coordinator regarding child care for the luncheon.

· Confirm FUMC work order for location and needed items (tables, water, coffee, etc)

	Hospitality
	April
	Staff Board Luncheon
	Finalize luncheon arrangements

· Send evite to board and staff. Email addresses can be obtained from the preschool office.

· Select final menu items and coordinate with office miscellaneous details (centerpieces, serving items, etc)

· Submit catering invoice for payment.  


	Committee
	Month
	Event
	Details

	Personnel
	Monthly
	Director Support
	Check in periodically with Director to review personnel matters.

	Personnel 
	April
	Director’s Evaluation
	Review the director’s evaluation for any edits and/or changes.  (Early April)

Review and compile director’s evaluation results. (Late April)

	Personnel
	May
	Director’s Evaluation
	Complete director’s evaluation:

· Meet with director to discuss results and set goals for coming year.  (at least one week prior to May board meeting.

· Personnel committee (with assistance from the treasurer) formulates any raise and/or bonus recommendation for the director to be made at May meeting. 

· At May meeting, personnel committee presents general overview of director’s evaluation and makes recommendation to the full board.  


	Committee
	Month
	Event
	Details

	Publicity
	Ongoing
	Social Media 
	Assist with social media posts, especially photos to post. (Always check with the Director to ensure each family has given consent for photo publication.)

	Publicity
	Ongoing
	School Search Websites
	Assist with FUMP’s listing on websites related to preschool searches.  Check with the director regarding updated information for the preschool’s listing.

	Publicity
	September
	FUMP Hallways
	Publicize Annual Fund participants and goal of 100% participation.

	Publicity
	Monthly
	FUMC E-News
	Publicize FUMP news, as needed.

	Publicity
	September


	FUMC E-News
	Publicize book fair in FUMC publications Contact special projects rep for details.

	Publicity
	September
	FUMP Hallways
	Publicize Annual Fund participants and goal of 100% participation.

	Publicity
	May
	FUMC E-News
	Publicize FUMP “graduates” with FUMC publications.  Contact preschool office for listing. 


	Committee
	Month
	Event
	Details

	Secretary
	Monthly
	Meeting
	Take minutes at each meeting and submit to director by the Monday after the meeting week.  

	Secretary
	Monthly
	Meeting
	Submit meeting minutes to Director.

	Secretary
	Monthly
	Meeting
	Compose thank you notes to families listed in the FUMP newsletter and other correspondence as requested by the director and board.  Return notes to the office for distribution.

	Secretary
	October
	Annual Fund
	Coordinate thank you notes to be written to all Annual Fund participants.

	Secretary
	December
	Holiday party
	Compose and send a thank you note to party host family.


	Committee
	Month
	Event
	Details

	Special Projects
	July
	Orientation
	Pick up Randall’s grocery card applications and add FUMP school number to applications for orientation.

	Special Projects
	September
	Book Fair
	Finalize details of book fair.  The Director has detailed instructions for book fair tasks and timelines.

	Special 

Projects
	January
	Music Fest
	Plan crafts/activities and order materials for the Music Festival.


	Committee
	Month
	Event
	Details

	Treasurer
	Monthly
	Financials
	Review monthly financial statements from FUMC.  The director will provide statements.

	Treasurer
	March - May
	Budget
	Prepare, with the director’s help, the upcoming budget and present that budget to the finance committee for review. 

	Treasurer
	May
	Budget
	Treasurer and finance committee present recommendations of tuition and salary changes, along with draft budget to the full board.

	Treasurer
	May
	Director’s Compensation
	Treasurer will meet with the Personnel Committee to formulate a recommendation to the board for any raise or bonus for the Director.


	Committee
	Month
	Event
	Details

	Volunteer Coordinator
	August


	Volunteer Forms
	Compile spreadsheet of parent volunteers based on categories from Parent Volunteer forms.  Please submit to preschool office, special projects and equipment committees by third week of school

	Volunteer Coordinator
	September
	Book Fair
	Coordinate with book fair coordinator regarding volunteers to assist with book fair.  Fill shifts as needed. 

	Volunteer Coordinator
	October
	Vision/ Hearing
	Secure two volunteers for vision/hearing screening day, based on volunteer lists. Volunteers arrive at the office and pick up a list of participating children.  They then transport children to and from the screenings.  

	Volunteer Coordinator
	January
	Music Fest
	Coordinate with director regarding volunteers to work at the music festival.  Fill shifts as needed. 

	Volunteer Coordinator
	March
	Class Photos
	Secure two volunteers each day for school portraits, based on volunteer lists.  Volunteers notify teachers of their photos time, assist in transitions with young classes, assist with grooming of individual children.  
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