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Alternative Service
Chair

Purpose: Alternative service exists to provide classroom assistants and replacements for parents who cannot work in the classroom, and facilitate and coordinate other forms of fulfilling the commitment for parents not working in classroom.

Prerequisite/Requirement: Strong organization skills recommended. Some knowledge of payroll/accounting helpful

Job Responsibilites
Accounting



•
Collect, post, and deposit alternative service monies.



•
Report purchased hours to recorder for previous month by 3rd of current month.



•
Balance bank statements.



•
Keep bank signature card current (two for each check).



•
Keep books and financial record current. Provide copies to treasurer at

month end.


      Reporting



• 
Prepare newsletter articles to update parent body on alternative service news.


•
Written financial and membership reports made monthly to treasurer.



•
Type and distribute meeting notes to membership.


       •
  
Prepare year-end report of total hours purchased by committee members.


      Meetings


       •
Call and attend alternative service committee meetings at least annually or more often as necessary.



•
Attend executive board meetings as needed.



•
Meet with teachers and discuss their needs and concerns re aides and alternative service.



•
Attend general meetings and report to parent body as requested by the Executive Board.


      Personnel



•
Solicit aides as directed by teachers and/or Executive Board.



•
Pay aides, at least monthly, by the 10th of the month.


     Administrative


        •
Prepare and provide individual contracts to families purchasing hours through the alternative service at beginning of school year.



•
Project and budget based on contracted hours and what is known of previous years' trends.



•
Follow up on unfulfilled contracts by call or letter.  Coordinate with recorder.


      Payroll 


•
Calculate payroll deductions and issue monthly paychecks to aides.


•
File annual application form and pay premium for workers compensation insurance.


•
Make monthly federal payroll deposits (FICA)


•
Prepare and file quarterly federal and state payroll returns (FICA,SDI,SUI)


•
Prepare and file annual payroll tax returns (FICA,SDI,SUI,FUTA)


•
Prepare annual W-2 forms, transmit to aides and to IRS and Franchise Tax Board


•
Maintain employee records- W4 forms and other required paperwork.

         Hours recording procedure: Hours are calculated on per month basis for 10 months

          (Sept. to June) and are automatically posted by the hours recorder each month.
Hours earned: 70.


Reports to: Treasurer

Selection Process:  This position will be filled by PTO Executive Board appointment.  Please sign-up if you would like to be considered for it.  You may be asked to submit a written statement outlining your qualifications.  You may submit your name to the PTO President or sign up on the sheet below at any time until the close of the election.

Term: August 15 to June 30
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