HELPFUL TIPS FOR COMMITTEE CHAIRS

1. Parent Newsletter:  If your committee has announcements/articles to be published in the Parent Newsletter (published eight times a year) please be aware of all deadlines.  Send your information to editor, Lynn Phelps, in the Development Office by email (lphelps@jburroughs.org).  Lynn’s phone number is 314-993-4040 ext. 262.   A list of newsletter deadlines will be included in your folder.
2. JBNet/Parents Council Webpage:  Information about your event/committee also should be sent to JBNet Chair Anjani Chauhan (anjuchauhan@charter.net) who will update the Parents Council Webpage on a regular basis. 

3. The Burroughs link:  The link is a biweekly electronic complement to the Parent Newsletter.  It includes brief news items, meeting and event reminders, and links to various campus and off-campus web sites.  The link will include all Parents Council meetings and events for which facility forms have been submitted.  If you would like special attention drawn to your event, please share the details with Ellen Bremner.

4. Parents Council Closet:  If you need supplies for your event (decorations, centerpieces, tablecloths, votives, etc.), check out the well-organized Parents Council Closet located on the 3rd Floor of the main building.  Suzi Matlock in the Development Office has the key.  NOTE:  Please clean all items after use and return them to their proper place as soon as possible after your event.  Please do not store food or perishables in the closet. 

5. Facilities Request Forms: To reserve meeting space, check with Debbie Drummond (ddrumm@jburroughs.org) and fill out a Facilities Request Form.   

6. Committee Meeting Refreshments:  If you need refreshments for your meetings, please fill out a Food Service Form a week before your meeting. Leftover (unopened) bottled/canned beverages can be returned for credit to your account. You will need to return the service cart to the kitchen after your meeting.  FYI:  one air pot of coffee makes 10 (6 oz.) cups of coffee. 

7. Guidelines for Tipping of Food Service Employees: Tipping for an event is not required and should only be done when the service was “above & beyond.” Tipping is limited to food service employees.  Should you decide to tip, please give the gratuity to one of the Sage managers in order to comply with SAGE policy.  Maintenance crews should not receive tips.  Appreciation for assistance by plant operations or administrative office personnel can be expressed through a simple “thank you” or a token of your appreciation such as a plate of cookies.  

8. Committee Meeting Minutes & Reports:  Committee Chairs must keep minutes/notes of all committee meetings.  A copy of the minutes/reports should be sent to Carolyn Pearson, secretary, (clpstl@aol.com) prior to each Parents Council meeting. 

9. Purchasing Items for your Committee/Event:  When purchasing items for your committee/event please take along a copy of the school’s tax exempt letter. You will NOT be reimbursed for any amount of tax that you pay.  Please keep track of all purchases as well as any in-kind donations made by members of your committee as this helps set appropriate budgets for future events. 

 
 
