
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
Sandy Hill Committee Descriptions 2020-2021 
If you would like to be on a committee please understand that the school counts on you.   Please 
embrace your role, enjoy it and know how much you are contributing to Sandy Hill.  Making placements 
is logistically difficult. I try to take into account your requests and the position you have previously 

held.  Each year, I work closely with the Board of Directors and S.H staff. Together, we have created 
some new and many improved committee’s based on the needs of S.H (bearing in mind the staff, the 

children and the parents). Plan on spending approximately five to ten hours per month on your 
committee. Please note that some committees have weekly responsibilities while others are 
concentrated during certain times of the year.  The goal is for S.H to be an exceptional place for 

children, their parents and our staff. Together, we make up the wonderful Sandy Hill Community.  
Thank you! 

 
There are some committees that require items to be purchased.  All purchases will be 
reimbursed by Sandy Hill. 

 
 Board of Directors (7) 

The Board of Directors positions require a 2 year commitment.  You do not need to be enrolled at 
Sandy Hill while being on the board. 
Monthly:  Attend monthly board meetings during school hours for 2-3 hours one time per month.  

Occasionally there will be additional meetings that may be after school hours. 
Events:  Plan, attend, set up and clean up at the following events:  Parent Orientation, Family Picnic, 

Bonfire and End of Year Performance.  Help with set up and clean up at the following events:  Mother’s 
Day Tea and Spring Social. 
There are other events throughout the year that will require your assistance as well. 

Positions available:  President, Vice President, Secretary, Treasurer, Members at Large. 
Only request committee if:  You are able to attend monthly meetings and all Sandy Hill events. You 

are willing to commit to 2 years.  
 

 Room Parent (6)  
Communicate with teacher and parents in class regarding classroom events, teacher needs, and 
school needs. Coordinate Parent Participation schedule via the online calendar.  Check weekly to 

ensure coverage.   Coordinate drivers for field trips (MWF) and supply teacher with list 2 days before 
field trip.  Update class with new student information, food allergies, upcoming events, etc… 

Class Basket:  Coordinate class basket for end of the year Spring Social.   Collect items from class 
and give to Soliciting Committee. 
Mother’s Day Tea:  Help with setup and clean up of Mother’s Day Tea.  You will be helping on the 

day your child is not at school so that you can enjoy the tea on your day. 
Dads and Donuts:  Work with teacher to plan Dads and Donuts.  Purchase and deliver coffee and 

donuts. 
Only request committee if:  You have the time to commit to monthly tasks.  You feel comfortable 
asking other parents to volunteer and for donations for certain events. 

 
 Administrative Support(1) 

Meet with the director to assist with on-site tasks and off-site errands.  May include research 
projects, phone calls, preparing flyers, filing and distributing paperwork.  Create Excel spreadsheets. 
Post Office/Bank:  Pick up mail weekly from Solana Beach post office.  Take deposit to local bank 

once per month. 
Monthly: Calculate Enrichment hours.  Enter EDC hours into Excel spreadsheet. 

Only request committee if:  You have experience with Excel spreadsheets. 
 
 

 
 



 EDC Support/Supply Box (2) 
EDC: Supervise children on playground during staff meetings and Parent/Teacher conferences.  

Report to playground at 12:30 – 2:30 once per month on a Tuesday for staff meetings.   Be 
available for EDC coverage during P/T conferences 4 times/year.  Cover playground for professional 

development days 4 times/year.   
Supply Box: Maintain EDC supply box monthly with paper and markers (solicit for recycled paper).   
Put caps on pens, replace old pens with new pens, replace tape dispensers, etc… Children go 

through a lot of paper so the paper collection is very important. 
EDC hours:  Collect sign in sheets and calculate EDC hours.  This is done monthly. 

Only request comm. if: You feel comfortable setting limits and enforcing them.  Must be able to 
attend EDC on days your child is not at Sandy Hill.  Enrolled children and older children are able to 
attend EDC but please leave younger siblings at home 

 
 Gardening & CSA (2 – 1 for MWF and 1 for TTH) 

Maintain gardens in Treetops, Footprints and Pinecones by watering, pulling weeds and making 
improvements as needed.  Plant and harvest fruits and vegetables with children in all classes.  MWF 
member and TTH member will need to work together to plan out the garden. 

CSA boxes:  Promote and manage CSA boxes.  Attend parent orientation to solicit new parents to 
sign up for CSA boxes.  Work with farm throughout the year. Try to promote sales to neighbors and 

friends.  Set up table with samples on a TTH and MWF. 
Only request committee if:  You have a general knowledge of gardening and are willing to spend 

time at school each month with each class. 
 

 Laundry, Recycling & Trash (1):  Empty recycle bins weekly (classrooms, playground and 

office). 
Empty garbage on playground and in bathrooms weekly (bags in bathroom closet.).  Do classroom 

laundry weekly or as needed.  Walk grounds surrounding playground to collect trash/recycle as 
needed.   
**You are on clean-up committee for End of Year Performance (EOYP) and end of the year Social 

Event. 
Only request comm. if:  You are willing to do laundry on a regular basis.   

 
 Maintenance (2) 

October & March:   Complete Maintenance Basics provided with detailed job description. Duties to 

include, but not limited to, painting, sanding, repairs to play structures and playground equipment.  
Throughout the year:  Perform routine maintenance throughout campus upon request or as you 

see fit.  Be available for special projects requested by teachers and director.    
Special Projects:  Complete special building projects such as build a sand box or build a bench.  
These vary from year to year. 

Only request committee if: You are handy.  You have a flexible schedule which allows you to 
come to Sandy Hill during off times for repairs.   

 
 Landscaping (2) 

Perform routine landscaping duties throughout campus upon request or as you see fit. 

Monthly:  Turn up sand under dome, below slides, under swings and as needed once a month.  Rake 
pinecones on playground.  Trim bushes around fences on playground.  

October & March:  Complete Landscaping Basics provided with detailed job description.  Order and 
distribute sand for playground.  Rake and turn up new sand either with a rototiller or rake.  Replace 
sand in sand boxes in classes and on playground.  Replace any necessary sand bags in classes.  Trim 

bushes and dead parts of trees.  Rake pine needles on playground and in classes.   
Only request committee if:  You are knowledgeable in landscaping.  You have a flexible schedule 

which allows you to come to Sandy hill during off times for certain duties. 
 

 

 



Marketing 
 

 Social Media/Marketing (2) 
Monthly:  Manage Facebook and Instagram accounts, keeping in mind which students have 

completed social media consent forms.  Post upcoming events, pictures and content.  Create flyers 
and post locally for enrollment and upcoming events.  Work with website committee and create a 

marketing plan. 
Fiesta Del Sol:  Set up and manage booth at Fiesta del Sol.  Create marketing materials for event. 
Only request committee if:  You have experience in marketing, Facebook and Instagram.  You are 

available for Fiesta Del Sol in May. 
 

 Website (1)   
Monthly:  Maintain website.  Manage SEO and google analytics and make updates as needed.  

Check master calendar and with director one week prior to beginning of the month and update 
Recent News.  Work with Social Media committee on any flyers or information to be added to 
website. 

Summer or September:  Update shopping cart with new garments and new t-shirt designs. 
January/February:  Update website with new forms and make any necessary changes. 

Only request committee if:  You are familiar with Wix, SEO and website design. 
 

 Open House/Play Date (1) 

Manage monthly Sandy Hill Open House/Play Date for prospective students.  Advertise, set up room 
with activities, clean up.  Follow up with families who attended by phone and email.  Open House will 

be held the last Thursday of every month. 
Only request committee if:  You are familiar with Wix, SEO and website design. 
 

 

Fundraising 

 
 Family Night Out & Garage Sale (2) 

Family Night Out:  Plan monthly family night outs at local restaurants that will donate a portion of 

the proceeds.  Send emails, post fliers, send to website committee to advertise, put on school 
calendars. 
Garage Sale:  Plan garage sale in the spring.  Start collecting items in the fall and continue to collect 

throughout the year.  Organize and tag items.  Advertise for sale around the community.  Set up, 
manage and clean up after sale.  Donate remaining goods. 

Only request committee if:  You are able to set apart a weekend for a garage sale and you are 
willing to attend family night’s out once per month. 
 

 Paint a Rock & Original Works (2 – 1-MWF, 1-TTH) 
Paint a Rock:  Plan Paint a rock fundraiser for October and March.  Advertise via email, flyers, etc… 

Purchase rocks supplies.  Collect orders.  Set up day and paint rocks with kids signed up.  
Original Works:  Work with Original Works to acquire materials for fundraiser.  Work with children 
of all classes on their artwork.  Send artwork and fundraising materials home for orders.  Collect 

orders and submit to Original Works.  Distribute orders. 
Only request committee if:  You have the time to come in and work with the children to complete 

their projects. 
 

 Book recordings, DVD (1) 

Book Recordings:  Record Sandy Hill staff reading books.  Create CD and downloadable version.  
Advertise, collect and fulfill orders.  This should be done prior to Spring Social and offered as an 

auction item as well.  After, Spring Social, create and distribute. 



DVD:  Collect pictures from teachers and other parents.  Create DVD and downloadable version.  
Advertise, collect and fulfill orders.  This should be done prior to Spring Social and offered as an 

auction item as well.  After, Spring Social, create and distribute. 
Only request committee if:  You are familiar with recording, burning CDs and creating 

downloadable versions. 
 

 Spirit Gear (1) 

Spirit Gear:  Design new Sandy Hill t-shirt.  This should be done over the summer and ready to 
advertise at Parent Orientation.  Committee member is responsible for creating order form, setting 

up a table during a TTH and MWF to take orders.  In charge of compiling orders, finding screen 
printer, placing order with vendors and distributing orders.  Set up table at Orientation and End of 
the Year Performance.  Set up table in the spring with leftover merchandise. 

June:  Put handprints and names on tote bags. 
Only request committee if:  You are artistic and can create a t-shirt design (or know someone that 

can) and are willing to work over the summer to have design and order form ready by September. 
 
 

Spring Social 
 

Spring Social Liaison, Social and Soliciting Committees all work together for the Spring 
Social.  Must be available to meet with all groups.  Committees will need to work together 

to decide:  sponsorships vs. auction donations and which committee is in charge of 
contacting, flow of the auction (live and silent), organization of the event and set up 
structure of the event.  The bulk of your committee work will be between the months of 

March and May.  Must attend Spring Social. 
 

 Spring Social Liaison (1)   
The Spring Social is divided into 3 sub committees:  Social, Soliciting and Auction.  It is your 
responsibility to be the liaison between these committees.  Some of the tasks overlap between the 

committees and it is your responsibility to delegate which committee is in charge of which task to 
eliminate duplicate efforts.  Meet with all committees together to discuss donations, flow of auction 

and event set up.  Assist Social and Soliciting committees with any tasks they need help with plus you 
will also have some of your own responsibilities. 
Corporate Sponsorships – Solicit for corporate sponsorships to cover the cost of food, drinks and 

entertainment for the event. 
Donor List – Create and maintain donor list.  Delegate which committee member is in charge of which 

donation. 
Only request committee if:  You feel comfortable leading a large group.  You are able to delegate 
and ensure that tasks are completed.  You feel comfortable soliciting for corporate sponsorships.  Must 

attend Spring Social and help with set-up and clean-up. 
 

 Social Committee (1)  
Spring Social:  Organize the end of the year Spring Social. The committee is in charge of food, 
entertainment, decorations, invitations, and all other aspects of planning a social event.  You will 

create the save-the-date card/flyer as well as the invitation to the event and keep track of the 
RSVP’s. Send Thank you letters at the end of the event to any vendors who donated goods or 

services (include our tax ID no. for write off).   Ask the Director for a template. You will work with 
the Spring Social Liaison and Soliciting committee.   
Only request committee if:  You are organized, creative, and enjoy party planning.    Experience 

with graphic design is a plus for creating the invitations.  The bulk of your committee work will be 
between the months of March and May.   Must attend Spring Social and help with set-up and clean-

up. 
Note:  The bulk of your committee work will be between the months of January and April.   

 

 



 
 Soliciting Committee (6)  

Solicit businesses as well as Sandy Hill families for quality auction items for the end of the year 
social event. We are asking for a minimum of 40 baskets. For example: Hotel stay-local and out of 

town, health club memberships, restaurant certificates, spa packages… We will supply some of the 
business contact information (donors from our past fundraisers).  Committee will also need to solicit 
for new donors.  Closer to event, committee will need to group items and create baskets. 

Coordinate with the Social Committee in terms of organizing the live and silent auction portion of the 
Spring Social.  There are many different aspects to this committee, so I suggest dividing the tasks 

up amongst the committee.  You will need a chair to be in contact with the social committee. 
Only request committee if:  You are comfortable soliciting for donations.   The most successful 
donations come from walking into establishments and asking.  You must have the time to visit 

establishments.  Although the Spring Social is near the end of the year, you will need to start soliciting 
in the beginning of the year.  Must attend Spring Social and help with set-up and clean-up. 

 
 Auction Committee (2) 

Closer to event, committee will need to group items and create baskets.  Create bid sheets (either 

hand done or computer generated). Create flyer with items to send to families one week prior to 
event.  Set up online auction one week prior to event.  Send thank you letters to all who donated, 

whether as an auction item or corporate sponsorship.  Responsible for Sprint Social/Auction finances 
and mobile check out services. 

Coordinate with the Social Committee in terms of organizing the live and silent auction portion of the 
Spring Social.   
Only request committee if:  you are able to attend the Spring Social.  You are organized, good 

with time management and are able to prepare online auction one week prior to event.  Must attend 
Spring Social and help with set-up and clean-up. 

Note:  The bulk of your committee work will be between the months of January and April.   
 
 

 
 

 Other 
Do you have another skill that would benefit Sandy Hill?  If so, please explain on form attached.  Please 

put other choices as well. 


