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Co-Op Position Sign-Up 
  

 Date: Name of Parent or Caregiver: 
 

Enrolled Group:  
 Monday/Wednesday AM  Monday/Wednesday PM  Wednesday/Thursday AM  
      
 Tuesday/Thursday PM  Tuesday/Thursday Late PM  Friday 

 
The Lee Center Playgroup is a cooperative that benefits from the talents and interest of its 
member parents. All members must serve in a position for a minimum of one term. Below is a list of 
positions, please check those in which you are interested in serving. When these positions 
become open, the Chair may contact you and ask you to volunteer. Thank you! 
 
Chairperson: Ensures the smooth running of the program and is the primary liaison with the Lee 
Center (Arlington County). Ensures rules and regulations are followed and conducts meetings. Works with 
the Co-Chairs and can assign duties and tasks as required. 
 
Co-Chairperson: Represents each group section and assists Chairperson. orients new members,  
Responsible for maintaining up-to-date information, including health forms for group and deals with 
issues that arise within the group. 
 
Membership Coordinator: Provides information about the group to interested people, arranges for 
new member visits and ensures all groups maintain full membership. Maintains an up-to-date member 
address list, is also responsible for advertising the playgroup. 
 
Treasurer: Responsible for collecting, dispensing and accounting for the Cooperative's funds, 
reports to group at meetings. 
 
Secretary: Records minutes of meetings and provides copies for distribution and 
Cooperative's files., maintains an up-to-date list of officers. 
 
Schedulers: Using a sign-up sheet, prepare schedules that designate a #1, #2, #3 and #4 working 
parent for each 12-session cycle, ensures that each parent has a copy of the schedule in 
advance. 
 
Fire Marshals: Hold fire drills, once a month for their groups to comply with Arlington County fire 
regulations. 
 
Toys Buyer: Purchases items needed for children's craft projects and is reimbursed by 
Treasurer. 
 
 
Arts and Crafts Supplies Buyer: Purchases items needed for playgroup and is reimbursed 
by Treasurer. 
 
Special Events Coordinator: Organizes the seasonal parties, field trips or other "all 
playgroups" activities (e.g. group photos and T-shirts). Works with Lee Center staff to arrange 
refreshments, decorations, games, crafts, and cleanup for events held by Center. Arranges, 
sign-ups and information for field trips. 
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Special Task Volunteers: Assist the Special Events Coordinator with 
parties, field trips and other group activities. Responsible for seeing that information about 
these events is distributed within their r playgroups. 
 
Forms Copier: Monitors forms file and makes additional copies as need to ensure members 
have adequate forms available. Assembles the - parent and caregiver orientation packets. 
Assists Chairperson with preparation of orientation materials. 
 
Health & Safety Coordinator: Arranges CPR/First Aid classes for playgroup members. 
Provides information to. members regarding CPR/First Aid providers and courses. 
Coordinates instruction of Health Screening course for the group. Keeps. list of certified 
members and collects copies of certification cards. Replenishes First Aid kit and replaces 
batteries in flashlight and radio each term. Checks that the playroom, gym, outdoor play area 
and all items in these areas are safe for children. Maintains "Child Safety" information. for 
bulletin board. 
 
Design and Maintenance Coordinator: will ensure that playroom, playground and gym are 
organized and functional. This officer will repair broken equipment and make service requests 
to the lee center building manager. - Will also work with the playgroup chairperson to 
organize and maintain bulletin boards. 
 
Librarian/Book Buyer: Maintains the Playgroup’s library and purchases new' books and 
music as necessary. 
 
Communications Coordinator: Writes and distributes a newsletter and emails for Playgroup 
members at least once each term containing any information of interest to members, such as 
applicable State and County regulations, Playgroup bylaws changes, or internal activities. 
Provides written notice of special events as necessary. 
 
Webmaster: Mantains Yahoo group, Website updating content as directed by chairperson nd 
other officers 

  
 

 

NOTE: More detailed descriptions are listed in Article II in the Playgroup Bylaws. 


