Board of directors

Each board member should be responsible for driving one long/medium term initiative.

Cabinet Committee
Responsible for running day to day operations of Gurukul 

Gurukul Cabinet consists of following positions:
· President

· Vice-president

· Secretary

· Treasurer

· Hindi Language Chairperson

· Event Management

· Librarian

· Administration

President

Vice-president

Secretary

· Responsible for creating a calendar for all Gurukul meetings.
· Send reminders for the meetings

· Follow up to make sure that meetings did take place and get meeting notes/summaries

· Send meeting notes of cabinet meeting

Treasurer

· Maintains the bank accounts (includes statement reconciliation)

· Maintaining expense receipts and completing general books of accounts

· Deposits all checks coming in.

· Preparing all year end information for filing IRS returns.

· Budgeting (summary of last year expenses and projections for next year)

· Getting matching funds and be a contact point for all financial transactions

Hindi Language Chairperson

Event Management

· Responsible for all Gurukul events planning and execution
· Work with cabinet to find owner for each event
Librarian

Administration
· Registration
· Pre-registration of new students

· Pre-registration of returning students

· Registration of all students

· Website maintenance/updates

· Development of new features

· Photos (Members Only)

· Cultural material (syllabus, lesson plans, all relevant material)

· Hindi language material (syllabus, lesson plans, any online material)

· Update with news

· Information comes from cabinet

· Monitor statistics 

· Send summary to cabinet quarterly.

· Most frequented page

· Opening and closing of Gurukul facilities

· Unlock rooms, if necessary

· Schedule volunteers to get carts etc.
· Bring carts/supplies from storage.

· Put up and collect class signs

· One parent can open and close for a period of two weeks

· Supplies

· Teaching stationary (pens etc.)

Cultural Education Chairperson
Role and Responsibilities: Gurukul cultural education chairperson is responsible for defining overall cultural education for Gurukul children. This position reports to President of Gurukul and is member of Gurukul cabinet. Chairperson can form a committee to help carry out various responsibilities.
Responsibilities include:

· Defining the overall vision for cultural education at Gurukul including high level syllabus for all levels 

· When

· Process

· Finalize and communicate

· Enabling and empowering all cultural education teachers to deliver the cultural education as envisioned  

· Verify that Gurukul is achieving goals set for cultural education.

· Come to Gurukul every Sunday and visit classes

· Helping advance Gurukul mission

· Conducting cultural education teachers meetings (feedback/training).  Invite cultural resource group so that they can listen to teacher’s concerns and issues. There should be at least one meeting per month.
· Review new topics research progress quarterly and report to cabinet.

Cultural Resource Group

Role and Responsibilities: This is a group of people who researches and prepares new cultural education topics suitable for Gurukul children.  This group reports to Cultural Education Chairperson.
How many people should be in this group?

Responsibilities include:

· Identifying new cultural topics and activities
· Research cultural topics and identify appropriate material for these topics in suitable formats. Material includes helpful hints for different age groups as well as suggested crafts activities.

· Finalize the topic/material and add to Gurukul Cultural Education Resources reference book.

· Training and assisting teachers in delivering the cultural education material in most effective manner. 

· Monthly meetings at 10 AM at Gurukul
· Solicit feedback from teachers

· Hands on training about crafts activities.

· Verify that cultural material is getting delivered effectively.  Make sure that cultural education is not getting ignored due to any reasons.
· Meet with chairperson at least quarterly to review progress.

Cultural Education Level Leaders

Role and Responsibilities: Cultural education level leaders are cultural education teachers who help cultural education teachers to deliver the cultural education teacher as set by cultural education syllabus. 

Responsibilities include:

· Defining the cultural education lesson plans for their assigned level by working with cultural education teachers for that level 

· Solicit feedback from cultural teachers and help them as needed.

· Help share/promote successes across classes as well as levels.

Cultural Education Teachers

Role and Responsibilities: Cultural education teachers teach cultural education to children.

Responsibilities include:

· Delivering the cultural education material in most suitable for their class.

· Prepare for each lesson plan in advance

· What will children

· Define the lesson plans by working with Cultural Education Level leaders.

· Learn from other cultural teachers at the same level as well as other levels.

Parent Liaison Officer

Responsible for communicating with parents group.
· Sending monthly update email to parents

· Presentations

· Any celebrations, events and festivals

· News (dates, coming up events)

· Networking with parent group to identify potential volunteers

· Hang out at Gurukul hallways to talk to parents

· Quarterly meeting with parents at Gurukul during class hours.

· Three meeting

· October (pre-Diwali): Getting started/building the relationship

· January (after PTC): Get feedback

· April (Pre-registration): Plans for next year, volunteers

· Get feedback (issues) and any suggestions for improvements

· Judging parent satisfaction

· Volunteer sign ups for upcoming events

· Soliciting feedback through questionnaires or other informal means.

· Feed all feedback and any actionable suggestions to cabinet for future planning.

· Promote punctuality among parents

· Promote involvement of more parents by networking

· Educate parent group about volunteer opportunities

· Collect time bound opportunities from Cultural, Hindi, Events, Admin teams

Librarian
Parents
Describe parents’ roles and responsibilities

Teachers’s role and responsibilities
