
Livingstone PAC Roles & Opportunities

PAC Chair - Required Role

Responsibilities Time Commitment Benefits

• Coordinate fundraisers and community
events
• Liaise between parents and administration
• Chair PAC meetings (min. 5/year)

• 15–20 hours per month
• Dependent on initiatives and
ability to utilize volunteers and split
workload with a vice-chair
• PAC can be very involved with
programs and fundraising

• Build community
• Be a voice for fellow PAC members
(all parents and caregivers at the
school)
• Feel connected to what's happening
at the school
• Influence how time and money is
spent

PAC Vice-Chair - Optional Role

Responsibilities Time Commitment Benefits

• Coordinate fundraisers and community
events alongside chair
• Liaise between parents and administration
• Present at and provide backup support to
chair at PAC meetings (min. 5/year)

• 15–20 hours per month
• Dependent on initiatives and
ability to utilize volunteers and split
workload
• This role is not required, but
allows a PAC chair/exec to hold
additional fundraisers and
initiatives while providing support
to exec team

• Be a voice for fellow PAC members
(all parents and caregivers at the
school)
• Feel connected to what's happening
at the school
• Influence how time and money is
spent

PAC Secretary - Required Role

Responsibilities Time Commitment Benefits

• Notify parents of upcoming PAC meetings
• Attend PAC meetings and take minutes
• Circulate documents for review
• Upload minutes to Google for Comms
representative
• Participate in quarterly exec meetings

• 2–3 hours per meeting
• Can choose to lead other
initiatives outside of secretary role,
increasing time commitment

• Sense of pride contributing to school
• Get to know fellow parents,
students, and school admin
• Influence how time and money is
spent



PAC Treasurer - Required Role

Responsibilities Time Commitment Benefits

• Maintain proper, accurate and up-to-date
financial records and books of all PAC
accounts
• Disburse funds according to the PAC
Constitution and Bylaws, as authorized by the
Executive or Membership
• Report on finances (receipts and
disbursements) at general and executive
meetings

• 6–8 hours to do required work,
more if you'd like to add additional
value

• Influence how time and money is
spent
• Work with a great team of
like-minded parents
• Ensure funding for our students is
maximized
• Get really proficient with
spreadsheets!

PAC Communications Lead - Optional Role

Responsibilities Time Commitment Benefits

• Send out monthly communications (e.g.
newsletter)
• Update and manage PAC website and email
lists
• Develop a roster of class reps and
communicate on an ad hoc basis
• Participate in quarterly exec meetings

• 2–4 hours per month
• Additional hours on a voluntary
basis to support other PAC related
events

• Influence how time and money is
spent
• Support school, teachers and
students
• Connection to the Livingstone
community


