
Apparel Coordinator 

Apparel coordinates the sale and delivery of the Theme t-shirts, classroom approved 
spirit wear, and any other general spirit wear with vendors and families.   
 

Appreciation Coordinator  

Works with a committee in helping with areas of appreciation for our teachers and staff.  
Working with a committee to make sure our teacher luncheons, Catholic Schools Week 
Luncheon, Teacher Appreciation Week, Christmas staff gifts, and other ways of showing 
appreciation throughout the year. 

Book Fair 

Coordinates the annual Book Fair during Fall parent/teacher conferences. Planning 

begins in August with securing dates, coordinating with the book vendor, reserving 

space.  The bulk of the work is the 3 weeks leading up to the sale, sending flyers, All for 

Books coin donation, arranging for volunteers, setting up, running the fair, tearing down, 

and closing out the sale. Committee chair can request an additional book fair, most 

likely in the Spring, given enough volunteers and resources.  

Box Tops 

Coordinates, collects, and sends off Box Tops for our school in the fall and spring.  

Chess Club 

Coordinates, teaches, and supervises the students during 7AM bi-monthly meetings and 
the chess tournament.   

Directory 

The School Directory Chair creates the school directory, has it printed, and distributes it 
to all St. Matthew School families. 

Edukit Coordinator 

Works with the school office and Edukit to arrange for school kits for families to order, 
send out flyers and submit orders.  Once orders are delivered you count the kids and 
deliver to families. 

Field Day Coordinators 

Work with administration/teachers to plan field day, coordinate with vendors, create flyers, 
permission slips, enlist help with signup genius for the event. 

Grocery Store Rebates 

Flyers and information given to families regarding Max Dollars for Education from County 
Market and Schnucks.  Encourage families to sign up. 

 



Helping Hands 

Office help for the school.  The teachers or administration staff fills out request forms for 
work that needs completed.  Jobs may include making copies, laminating, cutting, etc. 
This is a great way to help the teachers and St. Matthew Staff.   

Hot Lunch Coordinator 

Works with vendors to get pricing for the school year.  Assists in planning of menu items 
and schedule for the hot lunch days.  Purchases chips, fruits/veggies, and supplies for 
hot lunch days.  Works all hot lunch days and assists other individual lunch coordinators 
(Papa John’s, Jimmy John’s, Culver’s, and El Toro).  Those individuals coordinate 
volunteers for hot lunch days and also setup/clean up lunch, also purchase cookies for 
those hot lunch days. 

Hospitality Coordinator  

Plans and organizes the receptions for First Day Coffee, Grandparents Mass, Father’s 
Mass, Advent Concert, Confirmation, First Communion, Mother’s Mass, and Graduation.  
The coordinator also works with the executive board for sign-ups to get volunteers.  The 
coordinator does the setup, works event, and cleans up the events.   

Lost and Found 

Responsible for maintaining the Lost and Found collection boxes in the Old Gym and in 
the concessions area of the New Gym. Approximately every 1.5-2 months, the boxes are 
gone through to check for labeled items. Labeled items are returned to their owner. 

Four times a year (Parent/Teacher Conferences, Christmas Break, Spring Break, and 
End of School) items in Lost and Found are placed on tables outside the school office for 
parents and students to look through.  Items are generally left on the table for 3-5 days. 
After the 3-5 days, items that have been left in Lost and Found for an extended period of 
time will be discarded or donated. 

Mardi Gras 

Plan, coordinate, solicit donations/sponsors, setup, work, and clean up our school’s large 
fundraiser, planned before the beginning of Lent.  Coordinate with school, parish, and PC 
executive board. Recent events included ice cream sundaes, games, small and large 
raffles, and a bake sale. Communicate all information to families. 

New Families 

Coordinates and plans summer play dates and a new family dinner for our new families.  
The new family dinner is the Sunday before Back to School Night. Work with parent 
ambassadors to welcome new families and assist them on Back to School Night. 

 

 

 



Pantry Collection 

Organize a collection for the Sisters Convent Pantry.  Create a flyer to distribute to 
families, the parish and STM. The collection is used to purchase gift cards for the sisters 
to utilize for their needs for the next year.  

Room Parent Coordinator 

Work with administration and PC executive board to plan and create sign up genius for 
all classes. Make sure all positions for parties and assistance are filled, and communicate 
to classroom ambassadors their role as room parent.  Work with Appreciation Coordinator 
for the teacher luncheons.   

Classroom Ambassador 

The Classroom Ambassador is the Room Parent. They communicate to parents in the 
class about needs for the classroom or requests from the teacher.  They make sure 
parties are being planned.  They also purchase gifts for the teacher/aides with a provided 
budget and will be reimbursed throughout the year. Some of the gifts include, birthday, 
Christmas, CSW teacher appreciation day, Teacher Appreciation Day, end of the year, 
and other special occasions. 

TCBY 

Works with vendor and Parent Club to determine options and prices for optional monthly 
TCBY.  Create form, collect orders, communicate to vendor, and work all TCBY days. 
Coordinate helpers for TCBY days as well. 

Teacher Luncheon Coordinator 

Work with the other classroom luncheon coordinator to plan a luncheon for the teachers 
and staff.  You will create a sign up for others to help with the needs of the lunch and to 
help setup, work, and clean up for the lunch.  Each grade will take a month for the 
luncheon.  The appreciation committee will give further instructions for the lunches. 

Trunk or Treat 

Plan and organize this family event that is held the Friday before Halloween.  Coordinate 
with PC and administration.  Create flyer to be distributed, handle pre-order for parking 
spots.  Arrange for lighting and porta potties. Setup, work, and clean up after event.  
Proceeds go to Parent Club or some of the proceeds may be donated to an approved 
cause.  

Used Uniforms 

The committee receives gently used uniform, spirit wear, and shoe donations throughout 
the year.  The committee cleans and labels all items and organizes in the store to then 
sell at $1.  The committee sells at Back to School Night and sales throughout the year.  
Items that are too worn or not in our uniform policy are donated. 

 

 



Clubs and Sports 

Parent volunteers are needed for every club and sport we have at St. Matthew.  They all 
have differing needs and present different time commitments.  Coaches have an 
application for each sport.  If interested in helping with any club or sport please contact 
school administration.  


