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Mission Statement:

The St Veronica PTO is a Parish ministry committed to establishing a close relationship between home and school encouraging all to live, teach and proclaim the Gospel of Jesus Christ.

Vision:

The PTO is an inclusive, faith-based ministry that provides opportunities for all parents and staff to work together to strengthen the St. Veronica school community and foster the learning and spiritual growth of our children and families. This ministry strives to support the school, the students, the teachers and all parents of St. Veronica as they work together to promote Catholic and Academic excellence and encourage fellowship.

Objective of the St. Veronica PTO:

The primary function of the St. Veronica PTO is to support the school community: students, parents and staff by providing enrichment and fellowship activities that are aligned with the vision and mission of St. Veronica Parish and School. The PTO organizes fundraisers to support activities that enrich the relationships among St. Veronica families and enhance the Catholic education and spiritual growth of all students.

Inter-parish Reporting Structure:

The St. Veronica PTO communicates business and findings directly to the Education Commission, while working in tandem with the school administration. The Education Commission reports directly to Parish Council which reports directly to the Pastor. The Finance Commission is included in all matters involving finances and budget.

Membership Rules:

1. All parents or guardians of students of St. Veronica School are eligible to become members of the PTO. Those parents or guardians who have paid their annual sponsorship fees will be viewed as active members in good standing. 
2. Only active members in good standing shall be eligible to vote and participate in business meetings or to serve in any of its elective or appointive positions
3. Any St. Veronica teacher, as well as the Principal and the Assistant Principal are deemed an active member with voting rights for any school year in which they are an active staff member.
4. Membership dues/sponsorship fees will be reviewed and updated on an annual basis by the Executive Board.
5. The membership fees/sponsorship fees are collected to help support the fellowship events, fundraisers and supplemental school programs, materials and activities supported and sponsored by the St. Veronica PTO.




Duties of Members and Officers:

Elected Officers in the St. Veronica PTO are: President, President-Elect, Vice President of Events, Vice President of Fundraising, Recording Secretary, Co-Treasurers (2), Public Relations Coordinator, Communications Coordinator and Volunteer Coordinator. 

Definition of Officer Roles 

a. President: The president should be willing to commit to the mission and functions of St. Veronica PTO and plan to attend meetings, including the Officer and General Membership meetings and Education Commission meetings. Responsibilities include: 
1. Preside over all PTO Officer and General Membership meetings
2. Attend Education Commission meetings and serve as a liaison from the PTO to the Education Commission
3. Work with teachers and principal to assess needs the PTO may be able to support
4. Establish and maintain effective lines of communication with the school principal and other pertinent administrative personnel  
5. Coordinate official PTO correspondence  prior to all meetings and distribute pertinent information in a timely manner
6. Prepare agenda and other meeting materials prior to all meetings and distribute in a timely manner
7. Plan Officer Meetings
8. Coordinate election of PTO Officers 
9. Coordinate summer budget meeting
10. Facilitate the development of the annual budget for the PTO
11. Ensure transparency of all PTO related expenditures 
12. Assist VPs with events and fundraising during school year as needed. 
13. Vote only to break a tie on any motion 

b. President-Elect: The President-Elect should be willing to commit to the mission and functions of St. Veronica PTO and attend meetings, including the Officer and General Membership meetings. The responsibilities of the President Elect are supportive in nature and are designed to create an informed path to the Presidency by the following activities:
 
1. Assist the PTO President with PTO Officer and General Membership Meetings
2. Attend Education Commission Meetings when the PTO President is unavailable
3. Conducts PTO Officer and General Membership meetings when President is absent.
4. Support the VP of Events and VP of Fundraising





c. Vice President of Events: The Vice President of Events should be willing to commit to the mission and functions of St. Veronica PTO and attend meetings, including the Officer and General Membership meetings. Responsibilities include:
1. Assure that all PTO events are in alignment with the Mission/Vision of the PTO
2. Develop and maintain process and guidelines for all PTO events , included but not limited to:
a. Development of historical expenditures/income by event
b. Contact list, resources, and any relevant information by event
c. Ensure proper paperwork and process is utilized for events such as expense reports, fund requests, etc.
3. Establish and help maintain clear communication channels regarding PTO events between PTO Board, subcommittees, event Chairs and volunteers
4. Develop positive recruiting techniques and clearly communicate roles and responsibilities to all potential subcommittee, event Chairs and volunteers
5. Oversee PTO events for effectiveness, utilizing subcommittees for each event.
6. Work with event chairs and PTO Treasurers to assess financial needs and ensure events are within budget
7. Assist President with duties as needed.

d. Vice President of Fundraising: The Vice President of Fundraising should be willing to commit to the mission and functions of St. Veronica PTO and attend meetings, including the Officer and General Membership meetings. Responsibilities include: 
1. Oversee PTO fundraisers for effectiveness, utilizing subcommittees for each event. 
2. Work with school administration, Parish faculty and PTO Treasurers to establish annual fundraising goals. 
3. Communicate progress in meeting established fundraising to school administration, Education Commission and PTO Membership and works to adjust financial commitments as needed.
4. Work with Fundraising Sub-Committee Chairs and School Staff to establish fundraising guidelines and develop promotions and/or incentives.
5. Take and distribute meeting minutes if Secretary is absent. 
6. Assist President with duties as needed. 

e. Recording Secretary: The Recording Secretary should be willing to commit to the mission and functions of St. Veronica PTO and attend meetings the Officer and General Membership meetings. Responsibilities include: 
1. Assist Vice-President of Events and VP of Fundraising as needed. 
2. Coordinate childcare for PTO meetings when necessary 
3. Act as Recording Secretary for PTO Officer and General Meetings. 
4. Work with PTO President to determine agenda timing and act as the time keeper for PTO meetings 



f. Co-Treasurers:  The Co-Treasurers should be willing to commit to the mission and functions of St. Veronica PTO and meetings, including the Officer and General Membership meetings. The responsibilities for the Co-Treasurers will ensure the separation of the handling of money and the creation of financial reports. The responsibilities will be separated as Treasurer 1 and Treasurer 2. 

Treasurer 1: 
5. Responsible for disbursement of funds approved by PTO in accordance with PTO financial policies and procedures.
6. Responsible for monitoring cash balance for checking/saving account 
7. Receive and deposit all money
8. Keep an accurate record of receipts and expenditures
9. Pay out funds in accordance with approved budget or as authorized by the PTO Officers 
10. Present budget and financial reports on a monthly basis at the Officer and General Membership meetings 
11. Participate, along with the PTO Officers, the annual budget for the upcoming year 



 Treasurer 2: 
1. Prepare monthly bank statement reconciliation
2. Provide explanation for all budget variances 
3. Prepare a financial statement inclusive of an income statement and balance sheet on a quarterly basis to be reviewed by the PTO Executive Board 
4. Prepare year-end financial statements for audit by parish Business Manager
5. Participate, along with the PTO Officers, in the development of  the annual budget for the upcoming year

g. Public Relations Coordinator: The Public Relations Officer should be willing to commit to the mission and functions of St. Veronica PTO and meetings, including the Officer and General Membership meetings. Responsibilities include: 
1. Arrange for local newspapers to take pictures of St Veronica events 
2. Promote St Veronica through local newspapers and other media channels
3. Coordinate the promotion of fund raising events and assist Volunteer Coordinator in publicizing volunteer requests

h. Communications Coordinator: The Communications Officer should be willing to commit to the mission and functions of St. Veronica PTO and attend meetings, including the Officer and General Membership meetings. Responsibilities include:
1. Facilitate effective communication with PTO membership using communication channels like the PTO Facebook page and PTO Newsletter
2. Establish clear and reliable communication channels between school administrators and staff and PTO Officers to share ideas and support common goals
3. Obtain feed-back/input from PTO Membership by conducting PTO Satisfaction Surveys at least annually- Share results with survey with PTO Officers and PTO Membership and use input to make improvements and necessary changes
4. Evaluate the effectiveness of current communication vehicles
5. Update PTO website and the PTO section of the Parish website

h. Volunteer Coordinator The Volunteer Coordinator should be willing to commit to the mission and functions of St. Veronica PTO and attend meetings, including the Officer and General Public meetings.   Responsibilities include:
1. Coordinate the sign up of volunteers by utilizing Sign Up Genius or other designated volunteer program.
2. Work closely with the Vice President-Events and Vice President-Fundraising to coordinate their volunteer needs.
3. Work with Public Relations to publish volunteer requests

Executive Board:

Executive Board Membership 
The Executive Board shall consist of the PTO Officers, School principal and the Education Commission PTO liaison.

Executive Board Duties & Responsibilities: The duties and responsibilities of the PTO Executive Board shall be:

· To ensure all Fundraisers, Events and other PTO business are in compliance with the stated Mission/Vision of the PTO
· To transact business in preparation for the general meeting
· Create standing rules, policies and procedures 
· Ensure established rules, policies and procedures are communicated, implemented and followed
· Establish standing and temporary committees
· Plan and facilitate student, school, faculty, and community events that foster fellowship
· Plan and organize effective fundraising events to support PTO sponsored activities.
· Establish and communicate fundraising goals
· Prepare and submit an annual budget to the membership with input from the Chairpersons for Events and Fundraisers. The annual budget will be submitted to the General Membership at the first annual meeting. Subsequent revisions to the budget will be presented to the General Membership for review and approval
· Evaluate effectiveness of PTO Membership engagement and communication strategies 
· Establish and maintain effective lines of communication with all stakeholders including School Administration, Education Commission, General Membership and St. Veronica Parish










 Finances:

1. A budget shall be drafted during the summer prior to the each school year by the Executive Board members with input from the Chairpersons of each Event and Fundraiser. The budget will be presented to the General Membership at the first General Membership meeting of the year for review. 
2. This budget will serve to establish priorities and guide expenses. 
3. Progress made towards meeting established financial goals will be reviewed by PTO Executive Board and PTO Membership quarterly or more often as needed. 
4. Revisions to the original budget will be presented to the General Membership for approval
5. Financial commitments will be adjusted as needed 
6. The Treasurers shall keep accurate records of any disbursements, income, and bank account information. 
7. Copies of monthly financial statements will be forwarded to the Parish Business Manager monthly.
8. Financial statements will also be presented and reviewed by PTO Board on a quarterly basis.
9. Two (2) authorized signatures shall be required on each PTO check. Authorized signors shall be the Pastor, Pastor Business Manager, President, President-Elect and Co-Treasurers. 
10. A list of current authorized signors will be submitted to the bank on an annual basis or more often as needed by President or Pastor Business Manager.
11. Upon dissolution of the organization, any remaining funds or assets should be used to pay any outstanding debt and, with the membership’s approval, spent for the benefit of the school. 
12. Upon dissolution of the school known as St Veronica, any remaining funds should be used to pay any outstanding debt and dispersed to St Veronica parish. 
13. The fiscal year shall coordinate with the school year. 

Fund requests 
The PTO operates on a budgetary basis, using the annual budget to guide expenses which have been approved by the PTO Board and presented to the PTO General Membership at the beginning of the school year. All requests for funds transferred must be approved via a “Funds Request Form”. All proof of purchase must be returned to the PTO treasurer for reconciliation. The request shall be presented to the PTO Executive Board and General Membership, as appropriate. No payment will be processed without proper documentation and approval.

Requests under $500 will be reviewed, approved or denied by the Executive Committee. The Executive Committee will review requests and make decisions based on the alignment of the request with PTO mission and goals, the established budget and available financial resources. PTO President and President elect will sign fund requests documenting authorized action (approval or denial). Treasurer 1 will process payment for approved requests only.

Requests between $500 and $3,000 will be reviewed by Executive Committee and voted on by the PTO General Membership at the next available monthly meeting. Decisions will be based on the alignment of the request with the PTO mission and goals, the established budget and available financial resources. PTO President and President elect will sign fund requests documenting authorized action (approval or denial). Treasurer 1 will process payment for approved requests only.


Requests in excess of $3000 must be reviewed and approved by the Parish Business Director.  

Requests involving school personnel professional development (i.e. education conferences and continuing education units) shall include a per diem to cover food expenses not to exceed the annual per diem amount established by the PTO Executive Board. (A $ 40 per diem was established for 2013-14) 

Nominations and Elections 
Elections will be held at the second to last meeting of the school year (April).

Anyone interested in a PTO Board Open position will be asked to submit and complete an “interest form” in March with a short bio describing reasons for the interest in the position and qualifications and skills they would contribute to the position.  The interest form will be reviewed by the current PTO Board for consideration. No person may seek more than one (1) elected office

The PTO Board will present a slate of officers to the General Membership in April for review and approval.

 Eligibility 
 PTO members are eligible for office if they are members in good standing. Members in good standing are those parents or guardians of students enrolled at St. Veronica school, who have paid their annual membership dues/sponsorship fees. 

Terms of Office 
All PTO Officers are asked to commit to a minimum of two (2) years in the same position, except for the President and President Elect.

The President shall serve one year as “President Elect”; one year as President and one year in an Advisory role

Vacancies 
If there is a vacancy in the office of President, the President-Elect will become the President with a concurring positive vote from the current PTO Executive Board

 If there is a vacancy in any office, current board members may opt to fill the vacancy through an election of current Board Members

 If there is a vacancy that cannot be filled by the first two means above then nominations will be taken and voted at the next General Membership meeting. 

The Education Commission may appoint an Officer for any position which has been vacated. Individual(s) selected for these appointments will be asked to serve the expected term limit for the position. (see terms of office section)



Removal from Office 
Officers can be removed from office if they have missed more than three (3) consecutive meetings.

 If three (3) consecutive meetings are missed, an officer can be removed by vote at the end of the third meeting missed. Officers can also be removed with or without cause by a two-thirds vote of those present at a regular meeting where previous notice has been given. 


Meetings 
Officer meetings shall be held at least one week prior to the General Membership meeting. 

The annual General Membership Meeting Scheduled will be posted on the PTO website by the Communications Coordinator by September and shared with the General Membership at the first PTO Meeting.

Changes to the meeting schedule will communicate by Communications Coordinator no later than one (1) week prior to the meeting change.

The day of the week when General Membership meetings are held will alternate to facilitate attendance to the meetings by the PTO membership 

Minutes of all meetings will be kept by the PTO Secretary and posted on the PTO website no later than two (2) weeks after the meeting has been held.
 

Special Meetings 
Special meetings may be called by the President, any two members of the Executive Board, or five general members submitting a written request to the Secretary. The Secretary will post notification of the special meeting at least 1 week prior to the meeting. Minutes are to be forwarded and posted to the Parish website and provided to Parish Council.

Quorum:
Should voting be required for an issue, half the number of board members plus one (1) constitutes a quorum at any such vote.

Committees: 

Committees will established annually to assist fulfill the activities and events sponsored by the PTO. Each Committee will designate a Chairperson to be selected annually from the PTO General Membership.
1. Committee Members 
Committee members may be active PTO members 
2. Committee Meetings 
All committee chairpersons shall be required to attend the Officer meeting one month prior to the new school year in July/August. Committee chairperson will also be required to attend any General Membership meeting where their event is being discussed. If the chairperson is unable to attend, a report shall be submitted for presentation at the General Membership meeting. 

3. Committee Chairperson Guidelines- Duties and Responsibilities
Each standing committee will be assigned a Chairperson. The Committee Chairperson will ensure committee activities are aligned with the Mission/Vision of PTO. All committee chairpersons shall be held to the guidelines outlined as follows and maintain financial responsibility of the activity for which they are a chairperson. 

The Chairperson will ensure “guidance/reference documents” exist for each committee summarizing the activities of each committee, key dates, vendors and other important information applicable to the committee and the success of its activities and purpose. 

The PTO Executive Board will work with the chairperson to insure adherence to these guidelines to maintain a positive financial balance for the activities that are supported by the PTO. 

 All chairpersons must submit to the Executive Board a proposed budget for their committee and activity. The proposed budget for each event, fundraiser and PTO related activity will be reviewed by the Executive Board to help guide decisions for the annual budget. Any changes or suggestions recommended by the board will be carried out. Fund request approval process shall be followed as outlined in the finance section of these by-laws. 

 In the absence of a proposed budget summary the Executive Board at the direction of the Treasurers will recommend a budget based upon previous experiences for this specific activity. 

The Executive Board retains the right to deny funds for any committee for which there is not a proper budget in place nor are the committee chairpersons following the recommended guidelines. 

The Executive Board retains the right to remove any committee chairperson at their discretion. 

Standing Committees The following committees shall be part of the St. Veronica PTO organizational structure. 

Social and Educational Support Committees include but are not limited to: 
· Parent/Child events ( i.e. Mother/Daughter Events; Father/Daughter Events; Mother/Son Events; Father/Son Events)
· Receptions 
· Santa’s Secret Shop 
· Spirit Day 
· Everybody Counts
· Parent Night Out
· Euchre Night/Casino Night
· Talent Show
· Movie Nights
· Parent Night Out





 Fundraising Committees include but are not limited to 
· Box Tops/Labels for Education  
· Market Day 
· Spring  Carnival 
· Walk-a-thon
· Read-a-thon
· Rewards Card

PTO Service Committees such as but not limited to 
· Room Parent Coordinator 
· Catholic Schools Week 
· St. Nick Day 
· Uniform Exchange 
· Recess Duty 

Additional Committees: The Executive Board may appoint additional committees as needed. 

Parliamentary Authority:
Robert’s Rules of Order, revised, shall govern the meetings when they are not in conflict with the organization’s bylaws. 

 Standing Rules: 
Standing rules will be approved by the Executive Board. The Secretary shall keep a record of the standing rules for future reference. 

Dissolution:
The organization may be dissolved with previous notice (at least 14 days), a two-thirds vote of those present at the meeting and Parish Council approval. 

Amendments:
These bylaws may be amended as needed at any PTO Board Meeting. Revisions and amendments will be posted for the PTO General Membership once approved by the St. Veronica Parish Council.


Approved by PTO Board 8/5/14
Revised 10/18/14
Approved by Education Commission 10/20/14
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