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PTO Officers:

President

The president shall preside at all meetings of the organization; shall perform such duties as may be prescribed in these by-laws or assigned to him/her by the organization; shall coordinate the work of the officers and committees and meet with the principal to keep him/her abreast of all organizational activities.  
President-Elect

The president-elect shall act as an aide to the president and serve in Her/His absence. The president-elect shall serve as president during the following school year.

Secretary

The secretary shall record and report on all minutes of the organization and operating board. She/He shall receive all correspondence to the organization and make appropriate responses. The secretary shall, within 30 days after a general meeting, make available copies of the minutes from the meeting.

Treasurer

A. The treasurer shall have custody of all funds of the organization and shall keep a full and accurate account of all receipts and expenditures as stipulated by Ohio Revised Code.

B. The treasurer shall reconcile monthly bank statements then present a financial statement to the PTO during its monthly meetings.

C. An auditing committee appointed by the president shall examine the records annually. They shall certify this statement with their signatures. The report shall be provided to the Executive Committee and is to be kept in the PTO records at the conclusion of the fiscal year     

D. All currency deposits must be counted by two (2) persons and verified by the treasurer before deposit.

Treasurer-Elect

The treasurer-elect shall act as an aide to the treasurer and serve in Her/His absence. The treasurer-elect shall serve as treasurer during the following school year.

PTO Committee Chairpersons/Coordinators:

Auditor
The auditor shall be responsible for verifying the monthly bank statements and check register.  The auditor(s) shall also assist the Executive Committee with a year-end audit and reconciliation.  This is a two-year position.  The incoming auditor’s first year shall overlap the second year of the current auditor.
Room Parent Coordinator

The coordinator is responsible for sending out a flyer to obtain room parent volunteers for all classrooms if positions remain unfilled after the initial volunteer sign-up. She/He shall then organize the volunteers and explain to them what is involved in hosting two class parties during the year (one in December and one in May).

Enrichment Coordinator

The coordinator shall solicit and coordinate after-school enrichment activities.
Membership Chairperson

The membership chairperson is in charge of sharing PTO information at events (i.e. Kindergarten Screening, Curriculum Nights), and developing a packet of information to hand out to new families.
A. Volunteer Coordinator

The coordinator shall compile a volunteer handbook and an inventory listing of all volunteer’s interests, to be compiled and printed by the October PTO meeting.  The coordinator shall also distribute and compile a sign-up sheet for chairperson/coordinators/committee members for the following school year no later than April 30th. 
B. Family Directory Coordinator
The chairperson shall compile, print and distribute the Hilliard Crossing Family Directory.
C. Kindergarten Welcome Coordinator
The coordinator shall organize a welcome evening for all incoming kindergarten families. The evening should include information about school events, PTO, a tour of the school and a question/answer session. A handout will be given to each family. Refreshments should be provided.

Fund Raising Chairperson
The coordinator is responsible for developing effective fund raising activities consistent with the standards established for and by the school, organizing the individual fund raising activities and submitting the post project reports.

A. Community Rewards Committee
This committee is responsible for collecting and distributing information via an information packet, individual flyers, and/or school newsletter to PTO members regarding a variety of community reward programs such as Box Tops for Education, Campbell's Labels for Education, Giant Eagle Apples for Students, Meijer Rewards, Target Rewards, GFS Fun Funds, etc.  The committee will also collect, cut, count, and mail (twice a year) all reward Box Tops or Labels collected throughout the school year.
B. T-shirt Sale Coordinator

The coordinator is responsible for organizing a T-shirt sale. She/He is responsible for choosing the t-shirt design(s), arranging of printing, distribution, etc. She/He shall send out a flyer showing the T-shirt design(s), sizes and prices. 

C. Cashola Coordinator

The coordinator shall arrange a monthly cashola night with area businesses (i.e. Donatos, Max and Erma’s). She/He shall send home a flyer each month with the appropriate information needed for each cashola night.

D. Fall Fundraiser Coordinator

The coordinator shall be in charge of organizing the fall fundraiser which includes distributing and collecting the fundraising packets, working with the fundraising chairperson, and obtaining and organizing any volunteers needed.

E. Kids Night Out Coordinator

The coordinator shall organize two fun nights for the students during the school year. There shall be five to six activities, which should include a craft, games, a movie, and a snack. She/He is responsible for sending home flyers for volunteers and a flyer to pre-register/pre-pay for the night out.
F. Election Day Bake Sale Coordinator

The coordinator shall be in charge of organizing bake sales during the November general election and the May primary election.  She/He is responsible for coordinating efforts to obtain baked items and volunteers to staff the sale.

G. Concession Coordinator

[NEW]  The coordinator shall be in charge of organizing concession sales during the winter basketball sessions held at Hilliard Crossing on Saturdays.  She/He is responsible for coordinating efforts to obtain items for sale and volunteers to staff the sales.

Inter-School PTO Delegate(s)
Delegates (or their alternate) shall attend the meetings of the Hilliard Inter-School Parent Teacher Organization and shall report on these meetings to the PTO and Executive Committee.

Social Chairperson
The coordinator shall organize activities that provide for social interaction among parents, teachers and students.
A. Carnival Coordinator
The coordinator shall be responsible for organizing the annual carnival held in October. She/He is responsible for sending out flyers, obtaining and organizing volunteers for set-up, staffing for the carnival and clean-up and tear-down.
1.  Carnival Prize Coordinator

The coordinator is responsible for ordering prizes for the Fall Carnival.

2.  Carnival Silent Auction Coordinator

The coordinator is responsible for organizing the silent auction which is held in the school library during the carnival.


3.  Carnival Food Service Coordinator



      The coordinator is responsible for organizing refreshments to be sold during Carnival.

B. Holiday Secret Shop Coordinator
The coordinator shall be responsible for organizing the secret shop. They shall be responsible for ordering the items, set-up, clean up and obtaining and organizing volunteers that may be needed to run the event.
C. Family Dance Coordinator

The coordinator shall work with the music teacher to organize the family dance held each spring. She/He is responsible for providing refreshments, usually drinks and popcorn/cookies.

D. Back-to-School Social Coordinator

The coordinator is responsible for planning and organizing volunteers to help set up, clean up, serve at a Back-to-School dinner held the first week of school.

E. Doughnuts with Dad Coordinator  
The coordinator organizes an annual doughnut breakfast for students and their Dads, which takes place in the fall. This person will need to create a flyer to send home about the event, purchase doughnuts, drinks, make sure that other supplies needed are available, set up and get volunteers to help serve the refreshments.

F. Muffins with Mom Coordinator 

The coordinator organizes an annual muffin breakfast for students and their Moms, which takes place in the spring. This person will need to create a flyer to send home about the event, purchase muffins, drinks, make sure that other supplies needed are available, set up and get volunteers to help serve the refreshments

School Message Board Coordinator(s)
The coordinator(s) shall be responsible for updating the PTO bulletin board in the main lobby and the school sign on Rome Hilliard Road with current school activities.
Book Fair Coordinator

The chairperson shall coordinate the Scholastic Book Fair held in February each year. This includes ordering books, unloading, set-up in the library, clean up and obtaining and organizing volunteers.

Hospitality Chairperson

The chairperson shall arrange for refreshments to be served at school functions during the school year. These include conference dinners, ISPTO meetings, grade level programs, safety patrol parties, School Board of Education meetings and any other school event needing refreshments.

A. Teacher/Staff Appreciation Committee

This subcommittee shall handle all arrangements for Teacher and Staff Appreciation week in May.

B. 5th Grade Celebration/Recognition Committee

This subcommittee shall handle all arrangements for 5th Grade Celebration events, which include DARE Graduation, and 5th Grade Recognition, End-of-the-Year Party, and Graduation.

C. Volunteer Appreciation Committee

This subcommittee shall handle all arrangements for a PTO volunteer recognition event at the end of the year.
D. Cookie Baker Coordinator
He/She shall maintain the listing of all available cookie bakers/donors and serve as the contact person for all events requesting cookies/bakery products.  
Newsletter and Publicity Coordinator
The coordinator shall coordinate PTO information for the monthly newsletter and shall publicize activities of the school in the local newspapers.
Bookroom Coordinator

The coordinator shall assist the Literacy Coordinator with organizing books in the bookroom. She/He is also responsible for collecting books from classrooms and returning them to the appropriate area in the bookroom on a weekly basis. She/He will assist the Literacy Coordinator with a year-end inventory.

School Store Chairperson
The chairperson shall coordinate the weekly sale of school supplies at the school store. The school store will sell only those items appropriate to the student’s needs, with profits used by the PTO for the benefit of the school.

School Supply Sale Coordinator

The coordinator shall be responsible for organizing the school sale in August. She/He is responsible for ordering the supplies, set-up, clean up and obtaining and organizing the volunteers for the sale.

Community Liaison Chairperson

The chairperson shall attend school board meetings and report to the PTO Executive Committee. She/He will make the meeting agenda and minutes provided by the school board available to the PTO board.

Scrapbooking Coordinator

The chairperson shall organize a scrapbook of photographs of school events.

Publishing Shop Chairperson

The chairperson shall be responsible for the ordering of supplies and coordination of volunteers to staff the publishing shop, which takes a child’s creative work from a rough draft to a book form.
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