PTO GUIDELINES FOR ALL COMMITTEE CHAIRS TO FOLLOW


1. Any letters, papers, etc. that need to be sent home with the children or to the teachers and staff of Towamensing Elementary School and/or any staff of the Palmerton School District regarding anything from PTO, MUST be approved by the President of PTO and the Principal of the Elementary School within a timely manner before it can be copied and distributed.  Thus, everyone involved is fully aware of any notification and it is not done at the last minute.

2. The Board of Officers of Towamensing PTO require that everyone be contacted who has signed up to help with any committee of function.  Chairpersons must also send out volunteer sheets to request help so everyone knows what help is needed.

3. The Board of Officers has agreed to operate on a Purchase Order System.  Please itemize your purchase(s) to include the date and amount of deposits, the date and amount of final payment due and the company’s full name, address and phone number, along with contact name(s). Give the information to the Treasurer so that he/she will be fully aware of any transactions before any contractual arrangements are made.  Also, you MUST include original receipts for reimbursements.

4. All monies are to be turned into the Treasurer within three days of the event.  Monies need to be counted, totaled and labeled.  Each money/cash box given out by the Treasurer will include a deposit inventory that must be done and turned in with the money.  

5. Please turn in your volunteer sign-in sheets to the Vice President within one week of your event.  All chairpersons must use the sign-in sheets provided by PTO.   You can get these in the PTO mailbox or from the VP directly.  Sign-in sheets must be completely filled out with the child’s name, teacher’s name, and time worked.  No points can be turned in on notebook paper, through email, or over the phone.

6. Any and all volunteers MUST sign in and out with the office and the Committee Chairperson in order to receive their points.  It is the responsibility of the Committee Chairperson to inform their volunteers of this rule.

7. Please schedule any copy making for after school hours, so we do not interfere with the copying of the teachers and instructional assistants.  Photocopy paper for PTO use will be located in the copy room and clearly marked “PTO”.

8. If you need to get into the PTO shed, you will need to let an officer know.  The key will be in the office, which you will need to sign out to use.

9. You MUST fill out a Use of Facilities form at least THREE weeks prior to your event.  These forms can be obtained from the office.

10. You, as a chairperson, are expected to attend at least half of the PTO meetings.  We have eight scheduled meetings per year, so attendance will be required for at least 4 meetings, preferably around the time of your event.  If you cannot attend a PTO meeting, it is your responsibility to have someone report for you OR you can call a PTO officer to give him/her an update for your committee.

11. You must keep all of the notes, receipts, company names, contact names, and anything that you do during your committee. Keep it in the folder provided to you from the PTO, so that in the event you are done with your committee, the next chairperson has something to follow to make it easier.  If you want to get rid of anything, please give it to a PTO officer, so that he/she may store it in the PTO filing cabinet for possible future reference.

12. You are responsible for updating the website chairperson of any information to go on the website regarding your committee.

13. If you, as the chairperson, will not be keeping your position, you need to tell an officer.  It is not your responsibility to find a replacement.  That will be handled by the PTO officers.

14. The returned check fee is $35.00.  This amount needs to be listed on any information that you send home.
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