
 

St Joseph’s PSC – Activities and Roles 
Last updated: May 2026 

Summary 

This document outlines the activities carried out by members St Joseph’s PSC, organised according 

to school term calendar. It also provides an overview of the main PSC roles. 

The intention of this document is to guide any new PSC members in tasks previously undertaken, but 

does not constitute a set of rules – all PSC activities are subject to review and change as required to 

meet the needs of the PSC Constitution and overall aims of the school.  

 

Current PSC Roles 

There are currently 7 members of St Joseph’s PSC. According to the most recent constitution, there 

are 4 official office bearer positions and these are required to maintain the existence of the PSC. Any 

changes to this must be proposed and voted upon at an AGM.  

1. Chairperson – office bearer 

• Liaises with Head Teacher, manages meetings, leads communications 

2. Vice-chair – office bearer (post vacant) 

• Supports Chairperson 

3. Secretary – office bearer 

• Minutes meetings and communicates to wider school community via office 

4. Treasurer – office bearer 

• Manages PSC bank account, pays invoices, reports on spend and income 

5. Parish Representative 

• Keeps PSC and school informed of relevant Parish matters, acts as a conduit to 

parish community 

6. Fundraising co-ordinator 

• Organises fundraising activities and events, manages volunteers and PVG 

requirements 

7. Uniform representative 

• Liaises with uniform supplier, communicates/feeds back  

8. Health and Wellbeing champion 

• Attends WLC Family Champ meetings for Health and Wellbeing, communicates 

relevant information to school community 

 

Given the size of the school, the majority of PSC members support all activities that the PSC is 

engaged in. Additional volunteers are requested for fundraising events, all of whom have to be PVG 

checked.  



PSC Activities – Current Core Fundraising 

In line with ‘reducing the cost of the school day’, the PSC limits fundraising activities to one in-school 

event per term. Additional fundraising opportunities are capitalised on when appropriate. 

 

Term Fundraising 

event 

Key activities – pre event Notes 

1 - October Halloween 

disco 

• Book DJ 

• Pre-sale of ‘tickets’ 

• Tuck shop stocked 

• Activities – craft or 
colouring etc 

• Movie set up for quiet 
room 

• Annual event offered as a 
Halloween Social event 
rather than fundraising, 
profit normally circa £250 

• Nominal entry fee to cover 
DJ cost (has been £1 and 
£3 in the past) 

• Volunteers for set up and 
tidy up 

• Needs PVG volunteers to 
cover different areas 
during (disco, craft, movie, 
tuckshop) 

• At least one teacher/head 
must be present – sign 
in/out of children 

2 - 

December 

Family Party 

Night 

• Book Church hall 

• Book DJ 

• Pre-sale of tickets 

• Purchase of welcome 
drinks and snacks 

• Raffle prizes 

• Social event but usually 
brings >£500 fundraising 
income 

• Has included add-ons in 
the past – glitter 
tattoos/face painting 
(parent/P7 led), lucky dip, 
tombola 

• Volunteers needed; 
o Set up hall 
o on door for 

welcome drinks  
o raffle ticket selling 
o any add-ons 
o Tidy up at end 

 Christmas 

Card designs 

• Company contacted 
for templates in 
September 

• Cards designed in 
class and sent home 
for ordering 

• Orders close before 
October break 

• Products arrive at 
school mid-November 

• New company used last 
year, made process much 
easier as families order 
and pay for products 
online 

• Good return to school –
£333 last year 



3 - 

March/April 

Daffodil Tea • Source daffodils day 
before (usually lots 
reduced in Tesco!) 

• Request for home 
baking 

• Ensure tea/coffee 
supplies – sugar, milk 
etc 

• Napins 

• Use of Crockery onsite 

• Tea/ Spoons 

• Easter Hamper / Raffle 
Prizes 

• Easter Egg for each 
child 

• Performance from the 
school show team and 
or others 

• Annual Charity Fundraiser 
circa £500 raised 

• Originated as a memorial 
event for parent at the 
school  

• Request to be put out for 
chosen cancer charities 
each year  

• Great Social 

• Invite extended to church 
community (higher table 
and chairs to be used and 
reserved sign) 

• Volunteers required: Set 
up, serving tea and coffee, 
raffle sales and breakdown  

• Table cloths (Yellow) have 
been purchased for the 
school to fit canteen 
tables 

4 - June Summer Fair • Source Tombola, 
Raffle prizes, PATP 
tickets 

• Tuck shop/ food 
offering 

• Large Inflatable 

• Penalty Shoot out 

• Netball Goal Comp 

• Soak the Teacher 

• Higher Lower 

• Guess the # Sweeties 
in Jar 

• Glitter Tattoos 

• Push Balloons 

• Prizes for games, toys 
and chocolates 

• Area for younger 
siblings 

 

• Annual Summer Fair 
Social Event, circa £600 
raised has potential to 
raise more if invited stall 
holders. However needs to 
work based on overall 
continual ask on parents 
and school numbers. 

• Invite New P1 intake 

• Whole school event  

• Volunteers Rota required 
for slots over the 
afternoon, as well as set 
up and breakdown 

• Request to teachers to 
support / volunteer 

• Bright Star Toys donate 
vouchers for beat the 
goalie and Netball, Junior 
and upper age groups 

 

 

 

 

 

 



PSC Activities – Other Fundraising 

• Tesco blue token  

o This can be applied for as many times as we like, but we cannot apply when a 

current award is still in progress. Once the completion report has been submitted, 

another application can be made. 

o Current scheme has changed to focus on Fruit and Veg – can be supplies for 

breakfast club, workshops for cooking or growing food, equipment for growing food 

etc. 

o We have had 2 awards - £500 for Thinkology workshops and £1000 for continuing 

the Thinkology wellbeing sessions (we broadened this to have mindfulness and 

yoga). 

 

• Linlithgow Inter-Schools fundraising 

o There is a WhatsApp group called ‘Inter-Linlithgow PC Reps’ which Claire Sharples is 

currently a member of. 

o Sometimes invited to take part in joint events – so far has only been a Quiz Night. 

o Seems to have been a one-off, but we may be invited to take part again 

o Raised around £200, effort required was to get raffle and tombola prizes, sell tickets 

and help on the night with selling raffle tickets 

o Clashed with our own fundraising so was not well attended by St Joseph’s families 

 

• Coffee Morning 

o St Margaret’s Hall hire is free for St Joseph’s school fundraising events. 

o Check dates with hall booking people to ensure we are not clashing with existing 

Church coffee morning plans (i.e. so they aren’t within a few weeks of each other). 

o All equipment is in the hall, including tea and coffee pots, cups and saucers and 

spoons.  

o Requirements – tea, coffee, sugar, milk, donations of home baking, napkins and 

paper plates, diluting juice. Raffle and tombola prizes if running these too. 

o Volunteers needed – set up and tidy up, serving tea/coffee, selling raffle tickets, 

tombola stand, donating home baking 

o Can advertise in Church newsletter 

o Church community keen to support a specific fundraising goal – e.g. when we did it 

for the new trim trail. 

o Took place September 2025 and raised just over £1000 

o Held on Saturday morning so considered out-with PSC core fundraising (in terms of 

cost of school day compliance) 

 

• School nativity tuck shop 

o Tea, coffee, soft drinks and snacks set up for both nativity performances 

o Not much sold, perhaps not worth effort? 

 

• School show tuck shop 

o Tea, coffee, soft drinks and snacks (if appropriate) set up for both show 

performances 

o Well received and worthwhile 



PSC Activities – other tasks 

1. Purchasing of stock for the tuckshop, tea/coffee replenishment 

2. Pre-loved uniform rail – checking in to tidy up, restock (often we have overflow stock in the 

PSC cupboard), communicating with parents to ask for donations, removing unsuitable items 

and putting in rag bin/recycling. 

3. Seasonal donation of items – PSC requests Christmas Jumpers, Halloween Costumes and 

winder coats that are put on display for families to take in an effort to reduce cost of school 

day and support Eco-Schools efforts. 

4. Monitoring of Rag-Bag bin in car park – contact company for uplift when full. Dividend is 

paid into PSC account. Quarterly drive to boost donations. 

5. Communicating to parents to request donations for retirement/leaving gifts, totalling 

donations, then purchasing gift. 

6. Creating PSC feedback survey at end of school year, composing email to send to parents, 

collating results to present at PSC meeting. 

7. Easy fundraising – promoting use of this to families. Dividend paid into PSC account 

8. Supporting school fundraising – e.g. class hamper raffles at Christmas, Christmas Fayre stalls 

and floats (did not run 2025, as a lot happening in this term) 

o PSC asks for donations from local business and families for raffle prizes, hamper 

items and tombola (if running stall at fayre) 

o Important to consolidate this ask – i.e. only asking once for donations at end 

November/start of December and dividing between the different raffles. 

9. Claire Sharples has been completing the admin for Disclosure Scotland PVG checks for PSC 

event volunteers. 

 

 

 

 

 

  



PSC Spend commitments 

PSC fundraising is required to allow for the following commitments* to be met; 

*(these are current commitments, subject to review and change in discussion between PSC and school) 

Item/Activity Estimated cost 

per school year 

Notes 

Replenishment of outdoor play 

boxes 

£250 Current contents should be reviewed in 

August by school and list of needs given to 

PSC for purchase 

(spreadsheet with items and costs has 

been created by PSC) 

Replenishment of wellbeing 

boxes in classrooms 

£250 Current contents should be reviewed in 

August by school and list of needs given to 

PSC for purchase 

(spreadsheet with items and costs has 

been created by PSC) 

Trim trail maintenance  Covered for 5 

years as part of 

installation 

package 

 

Compliance package for 5 years – covers 2 

visits per annum and checks ropes, wear 

and tear etc. (cost already paid, was £399) 

 

May be further cost for us within this 

depending on the maintenance required. 

 

Trim Trail upkeep TBC After 5 year cover is finished (2031), likely 

need to replace ropes, treat wood, replace 

sections if worn.  

 

PSC should be aware of potential 

refurbishment or replacement needs and 

fundraise for this accordingly to prevent 

the equipment going into disrepair. 

 

Cost of existing trim trail was £9220. + VAT  

Junior Playground Markings  Installed 2024 – will need monitoring and 

reviewed for when replacement may be 

necessary. Also need discussion by PSC as 

to whether they are cost effective, other 

alternatives to support play and enhance 

visual appeal may be preferred. Targeted 

fundraising will be required to replace. 

Cost of current markings ~£3526.90 

 

Note: Playground in this area is uneven 

which makes the installation of markings 

more difficult and costly. PSC has 

continuously asked WLC to make the 

ground more even to support this and 



prevent accidents. It is currently not 

considered a risk by WLC. 

Halloween treat bags £70 Usually works out less than £1 per pupil, in 

past has been chocolate lolly, bag of 

haribo, other halloween themed sweet in 

a Halloween bag. Purchased from Aldi, 

B&M, bags from Amazon 

Christmas treat £100 Aim for £1 per pupil, has been chocolate 

reindeer or similar with non-dairy version 

for allergies. 

Easter egg £150 Current cost of chocolate means it’s 

around £1.50 per pupil. 

Try to purchase when on special offer – in 

the past Tesco has given some for free. 

Dairy-free alternatives for allergies. 

School show treats £30 Small chocolate lolly or treat given to all 

performers after school show evening 

performance 

P7 Leavers £100 In the past there has been a gift of a 

dictionary or St Joseph’s branded items. 

Past few years leavers have opted for 

unlimited slushies at their P7 outing (e.g. 

Innoflate). 

 

 

Alternative fundraising routes 

Since the number of families at the school has dropped, it is increasingly difficult to get volunteers to 

support fundraising events and many of the events require lots of involvement of parents. This is 

due to time needed to take off to come into school for events or fundraising as well as the school 

activities –stay play learn, sports day, shows, etc. 

With this in mind, an alternative approach to fundraising may be required. It will depend on 

commitment of volunteers, PSC spending plans, and needs of the school in terms of PSC funds 

support. 

 

A few options are: 

• Keep going as is with one main event per term, perhaps consolidate some events to make 

them easier to run/manage (e.g. summer fair), but be mindful that we still want to build 

social interactions between families. 

 

• Focus on a single event or targeted fundraising that will raise a large amount e.g. coffee 

morning on a non-school day and widen to Linlithgow community. Supplement with  ad-hoc 

events as and when needed or when opportunities present e.g. Deacon’s court street fair. 



 

• Donations – there was a trust fund into which current and ex-pupil families or community 

members paid, which had built up to £6500. Donations were discovered to be infrequent 

and so it was decided to close the account. The funds allowed the new trim trail to be 

purchased following consultation with pupils and parents. A version of this where donors 

pay into PSC account annually or monthly rather than get involved in fundraising may be an 

option. 

 

• Lottery – e.g. 50/50 club or annual online raffle. Families buy tickets, PSC keeps a portion of 

money and the rest is for cash prizes. Would need a gambling license from WLC. 

 

• Grants – e.g. Sports Scotland, Tesco, National Lottery, Edinburgh Airport. Need to be mindful 

of eligibility criteria. 

 

 

Key Contacts 

DJ –  DJ Bairnz: Lala: 07494220050 lala@bairnzdiscos.co.uk 

Church Hall – Catherine MacCauley: 01506 845683  

Tesco raffle donations – Letter direct FAO Store Manager, community champions will then be in 

touch, ensure name and mobile on letter 

Bright Star Toys – 01506 674006  

Rag Bag – info@rag-bag.co.uk 0800 054 2828 (rep Hanga@nathanswastesavers.co.uk) 

Easy Fundraising – Email contact and historic in the St Josephs RC Parents Email folders. 

Email easyfundraising@mail.easyfundraising.org.uk 

Homefront Signs (banners and front signage options): 01324 610156 

Sovereign Outdoor Play: Area Sales Manager: Ben Waine – ben@sovereignplay.com 07770 164200 

Round Table: Gary Laing Chairman: 07905376446 email: treasurer@linlithgowroundtable.com 

Cala Homes: East Sponsorship – east.sponsorship@cala.co.uk Emily Grounds 
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