Job Description

Board Position: HPTA Scholarship Chairperson
Brief Summary of Job:

The Scholarship Chair is responsible for overseeing the process of selecting and awarding $1000 scholarships to two Hopkinton High School seniors who demonstrate the spirit of volunteerism in their school and community.
Specific Responsibilities: 
· Oversee the scholarship committee and report to the HPTA Board with necessary news and committee work
· Follow the guidelines for the committee as follows:

· Compose and update the application form as necessary

· Disperse applications to Seniors, through the Guidance Office, in the Spring, at a designated date established by the committee

· Collect the application forms

· Meet with Committee for review of the applications.

· Be responsible for awarding the scholarship on behalf of the HPTA, through the Guidance Office, during the Senior Awards dinner ceremony.

Timeline:
Early Autumn – Recruit members of the Scholarship Committee

Late January – Confirm the timeline for the Scholarship process with the Committee

Mid-February – Scholarship forms to Guidance Office

Mid-February – Send press release to Postscripts, Hopkinton Crier, and Hopkinton Independent

March 1 – Scholarship forms available to students
Mid-April – Collect completed applications from the Guidance Office

Mid-April – Copy the applications and distribute to the members of the Committee for their review

End of April – Meet with the Committee to review applications and select two seniors to receive the award. Provide Guidance Office with official letters for the recipients.

Early May – Provide names of winning students to Guidance, the HPTA president, and the HPTA Treasurer

After graduation – Give names of winners to the HPTA Board and the community.
December (of following year) – Winners send a copy of their 1st semester transcript (or other proof of completion of the semester) to the HPTA Treasurer.  Treasurer follows up by sending the student the check for the award amount, $1000.

Key Individuals You Have To Work With:

· High School Guidance office
· Postscripts editor

· Editors for local newspapers and publications

· Committee members

· HPTA Treasurer

Learnings to Pass On: 

· Call Guidance Office early in the process to confirm the exact dates for the time table, graduation date, due date for providing names of the winners, etc.
· One member of the committee should be a teacher or staff person at the High School.
Completed by: Diana Campbell
Date:  January 28, 2003
