GUIDE FOR PARENTS COUNCIL VOLUNTEERS:

THE WHO, WHAT & WHERE OF VOLUNTEERING AT JBS

2009-2010
	HEAD OF SCHOOL
	Andy Abbott
	314-993-4045 ext. 282

	SECRETARY TO HEAD OF SCHOOL & PRINCIPALS
	Debbie Drummond
	222

	PRINCIPALS:  
	
	

	       Grades 7 & 8
	Macon Finley
	325

	       Grades 9 & 10
	Elaine Childress
	361

	       Grades 11 & 12
	Scott Heinzel
	370

	RECEPTIONISTS
	Susie Wilson
Jen Bond
	0
0

	DIRECTOR OF PLANT OPERATIONS
	Ed Philipp
	444

	       Clerk
	Danette Tocco
	445

	DIRECTOR OF PE/ATHLETICS
	Jim Lemen
	232

	DEVELOPMENT OFFICE:
	
	

	       Director of Communications & Community Relations  
         (Link)          
	Ellen Bremner
	355

	       Editor of Print Publications (Newsletter)
	Lynn Phelps
	262

	       Administrative Assistant
	Nancy Cusanelli
	264

	BUSINESS OFFICE:
	
	246

	       Business Manager
	Laura Placio
	235

	       Bookstore Manager
	Barb Dailey
	247

	       Purchase Orders, Check Requests & Reimbursements
	Shari Mines
	246

	       Deposits & Tax-Exempt Letters
	Judy Small
	225

	FOOD SERVICES & CATERING:
       Food Service Manager

       Assistant Manager
	Shelli Pate

Joann Patrick
	243

243

	

	ASSEMBLIES
	Elaine Childress
	361

	ATHLETIC EVENTS (Please be sure to check  with Jim Lemen before filling out “Facility Use” form for commons area or dance studio in case there are athletic events that might conflict)
	Jim Lemen
	232

	AV EQUIPMENT
	Heidi Currier
	398

	BUS OR VAN USE
	Jim Lemen
	232

	CATERING of school sponsored events such as  the International  Student Exchange Dinner or the Annual Dinner
	Shelli Pate

Joann Patrick
	243

243

	PURCHASE ORDERS
	Shari Mines
	246

	CHECK REQUESTS
	Shari Mines
	246

	COPIER  is in the business office;  get account number off  of cards in committee folders located on the counter
	Judy Small


	225

	DEPOSITS 
	Judy Small
	225

	ENVELOPES, STATIONARY, COLORED PAPER STOCK, FOUR-UP CARDS (for postcard mailings)
	Business Office/Judy Small
	225

	FACILITY USE FORM (Please be sure to obtain pre-approval from personnel designated on the form before submitting it to Debbie Drummond or Plant Operations)
	Main Office/Online

	

	FOOD SERVICE REQUEST FORM (Form can be submitted to Sage via the front office.  If less than one week before your event, please turn the form in directly to Shelli Pate / Joann Patrick, Sage Managers)                                         
	Main Office/Online

	

	FINANCIAL STATEMENTS (Prepared mid-month and placed in your committee’s folder on the business office counter, or you can request a copy with one week’s notice)
	Business Office/Laura Placio
	235

	HELIUM
	Ed Philipp
	444

	MAILING LABELS (Please give one week’s notice)
	Development Office/
Nancy Cusanelli
	264

	MASTER CALENDAR

--For student & faculty Parents Council sponsored events►
--To confirm the most updated events of the month  (and following  two months) ►►►►►►►►►►►►►►►
--To make changes to Parents Council Calendar and information on JBNet ►►►►►►►►►►►►►►►
	Macon Finley
Susie Wilson/Jen Bond
Anjani Chauhan
	325
0
anjuchauhan@charter.net


	MEETING ROOMS
	See SCHEDULING
	

	NEWSLETTER INFORMATION
	Lynn Phelps
	262

	REIMBURSEMENT FORMS
	Business Office
	246

	SCHEDULING USE OF MEETING ROOMS 
--College Conference Room ►►►►►►►►►►►►►
--Haertter Hall Conference Room ►►►►►►►►►►
--Dining Room / Little Lounge ►►►►►►►►►►►►
	Fill out “Facility Use” form and obtain pre-approval from:
Debbie Drummond

Debbie Drummond

Shelli Pate/Joann Patrick
	222
222
243

	SOFT DRINKS

If you need drinks for large Parents Council events (i.e., Blue & Gold Picnic) and do not want to purchase them yourself, contact Pat (she has a supply and will charge only her cost)
	Pat Groneck/Plant Operations
	301

	STUDENT ACTIVITIES
	Andrew Newman
	271

	TAX-EXEMPT LETTERS
	Business Office - Judy Small
	225


	· WHEN IN DOUBT ABOUT WHO TO CONTACT OR WHERE TO GO, PLEASE ASK THE DEVELOPMENT OFFICE (ELLEN BREMNER Ext. 355)

	Ed Philipp has developed a system of notebooks for each event that occurs annually.
Work closely with him during the planning and execution of your events.
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