Board Position Descriptions
· President - The President shall preside at all meetings and appoint, with the approval of the Executive Committee, such committees and committee chairmen as shall be necessary during the year.   The President shall be an ex-officio member of all committees.   The President shall have the duty to promote the purposes of this organization and ensure adherence to Bylaws of PAST.

· Vice-President - The Vice-President shall assist the President and shall perform such duties as may be assigned by the President or Board of Directors.   He or she shall see that all meetings are conducted,  and  all  business  of  the  organization  is  handled,  in  accordance  with  correct parliamentary procedure. 

· Secretary - The Secretary shall keep the minutes of each meeting and provide copies to other Board Members.   The Secretary shall also retain copies of all officer, director and committee reports.  

· Treasurer  -  The  Treasurer  shall  keep  and  maintain  an  accurate  record  of  all  receipts  and expenditures, and receive and disburse funds in the manner authorized by the Board of Directors. The Treasurer shall exhibit at all reasonable times the book of accounts and financial records to the President and Directors.  The Treasurer shall prepare, or cause to be prepared, the financial statements to be included in any required reports. The Treasurer shall present a written financial report at each Board Meeting and a Treasurer’s report at PAST’s Annual Meeting.  The Treasurer shall work with the Executive Committee to develop an operating budget to be approved by the Board of Directors. In general, the Treasurer shall perform all duties incident to the office of Treasurer and such other duties as may be required by law, by these Bylaws, or which may be assigned to him or her from time to time by the Board of Directors. 

· Communication -the Communication Committee shall coordinate the student directory and serve as a liaison to the Academy, the home campus, PAST, the community and external sources of publicity.   The Communication Committee shall give notice of inbound information pertinent to the membership by way of  telephone,  newsletter,  electronic  mail,  facsimile  or  other  similar  reliable  method  communication.   The Communication Committee shall maintain the PAST website. The Communication Committee shall coordinate with the Headmaster’s office to contact media with newsworthy items concerning the Academy of Science and Technology, its activities and its students.
· Friends of the Academy –the Friends of the Academy Committee shall coordinate with the Academy, the faculty, parents and students as necessary for services including, but not limited to, parent volunteerism, assistance in coordinating donations or purchases of equipment, supplies, and any services needed by the students and faculty of the Academy which have been budgeted and/or approved by the Board or Academy. This Committee also takes a lead role in helping to coordinate parent volunteers for FISH Camp and in updating the student carpool map each year.  The Chairperson for the Friends of the Academy Committee shall also oversee and coordinate four (4) Class Representatives. A single Class Representative position may be job-shared by two individuals.
· Fundraising – the Fundraising Committee shall be responsible for planning and coordinating all fundraising activities including the annual membership drive, individual donations, corporate sponsorships, and grants for the Academy.  Coordinate with the Treasurer to provide written member and non-member donation acknowledgement by the end of January for the preceding year.
· Hospitality –The  Hospitality  Committee  shall  coordinate  all  hospitality  activities  of  PAST  and  PAST sponsored social activities for Academy students.
· Academic and Mentoring – the Academic Committee shall interface with the faculty, parents, and Administration and shall be responsible for discussing, planning, recommending and coordinating matters concerning curriculum issues, ethical learning, college planning, Academy awareness, longterm goals, site-based planning, and Academy and CISD issues.  The committee shall develop programs to give students access to appropriate mentors for their science and technology academic interests especially in regard to Science Fair, explorations, internships and other research interests. 
· Scholarship  – the  Scholarship  Committee  will  administer  the  PAST scholarship  or  award  selection  process  as directed by the Board of Directors. It is the intent of the Board to annually recognize outstanding  Academy students who exemplify the ideals and philosophies of the Academy of Science & Technology through a monetary scholarship or award provided money has been raised or is available. Scholarships shall be determined in compliance with CISD Scholarship Guidelines for All Parent Organizations.
· Teacher Appreciation - the Teacher Appreciation Committee will coordinate the Teacher Appreciation program which consists of a monthly recognition for the teachers and faculty.  The recognition varies in content but may include food items, small tokens of appreciation or remembrance of an event or holiday.

Affiliated Appointments
· Class Representatives – Selected by the Board of Directors, from among volunteers of the Participating Membership, a service provided as part of the Friends of the Academy Committee shall be Class Representatives for each class year.  The Class Representative will, a) act as the focal point for coordinating occasional class specific events for the purposes of student socialization and networking, b) develop and lead occasional events and communications designed to keep the parents of the specific class engaged in the activities of P.A.S.T. and in supporting the Academy through donations and volunteerism, and, c) help to coordinate any such activity, when applicable, with The Woodlands College Park High School PTA organization and other such student or parent organizations.  The Class Representatives will not be Voting Members of the Board but may attend Board Meetings on occasion to discuss, review, and coordinate class related issues and events.
