
PPTC Executive Board Job Descriptions


President

Provide leadership for the Palomares Parent Teacher Club (PPTC) and act as liaison between the Club, teachers, school administration, and the district. The President is a signer on the checking account and has a fiduciary duty to the PPTC for all funds, to approve expenditures, and to see that the budget is adhered to and/or seeks approval from the Membership or Executive Board prior to excess expenditures.

1. Provide leadership for the 1st and 2nd Vice Presidents in working with all committees and on all PPTC activities.

2. Preside at all Executive Board meetings, posting the agenda at least one week in advance.

3. Appoint chairpersons for standing committees.

4. Chair the School Board Committee.

5. Chair the Membership Committee.

6. Work with the new Executive Board prior to the start of the new school year to plan activities and meetings.

7. Plan a budget meeting to be held either during the last meeting of the school year, addressing the following year, or a special or regular meeting in September to adopt a budget for the new school year.

8. Organize the New Family Orientation.

9. Attend CVUSD Board meetings (monthly) and Superintendent/PTA/PTO meetings (monthly), or appoint someone to attend in lieu, and report at the following Membership meeting.

Secretary

Keep accurate, up-to-date records of all PPTC activities. Secretary is responsible for all correspondence of the PPTC, such as invitations, thank you notes, and letters as requested.

10. Record minutes at all Executive Board and Membership meetings.

11. Shall be custodian of, and responsible for organizing and updating all records, reports and official documents of the PPTC.

12. Post a copy of Membership meeting minutes within 2 weeks of meeting.

13. Maintain a Secretary’s Binder with all minutes and procedures of the current school year.

14. Distribute copies of the minutes at the following Membership meeting, and report said minutes for approval by motion and vote.

15. Maintain a Bylaws Binder with records of all amendments.

16. Update the President’s records whenever procedures are altered.

17. Appoint a committee of at least 3 to nominate officers for the next year. Ensure that requests for nominations are distributed to the PPTC membership in April and that a ballot vote is taken at the May membership meeting and/or an absentee ballot. Announce the new officers in the school newsletter.

Treasurer

Custodian of all monies belonging to the PPTC. Maintain, transfer or disburse these funds when properly authorized to do so.

18. Maintain the Budget Procedures book, and update as needed.

19. Keep accurate financial records and submit a written report on the current status of all accounts and monthly expenditures at each Membership meeting.

20. Promptly deposit PPTC funds.

21. Process written reimbursement requests. Said requests require receipts and approval by the President and, if applicable, the Committee Chair.

22. Prepare and present a financial report at the end of the school year.

23. Maintain an inventory of significant purchases by the PPTC.

1st Vice President

Serves as an active aide to the President, and, in the President’s absence or inability to serve, performs the duties of that office. Assists the President and the 2nd Vice President with Special Committees that may be formed during the school year.

2nd Vice President

Assist both the President and the 1st Vice President in any way, including with Special Committees that may be formed during the school year.

The Vice Presidents are responsible for:

24. Communicate with the Room Mothers to ensure that requests for paper supplies are fulfilled within budget, if needed for parties.

25. Maintain the main School Bulletin Board or appoint someone to do so.

Standing Committees

The Vice Presidents coordinate or appoint a committee chair to coordinate the following PPTC activities and Standing Committees:

26. Staff Appreciation

27. Fall Festival/Halloween Carnival

28. Thanksgiving Feast

29. Winter Program

30. Spring Celebration

31. Animal Day (coordinate with Site Council)

32. Water Day (last day of school)

33. 5th Grade graduation (coordinate with 5th Grade parents)

34. Annual Campout

35. Hospitality

36. Outreach

37. Membership

38. Campus Beautification

39. Emergency Preparedness

40. Yearbook

41. Library

42. Historical

43. First day of school coffee and refreshments

44. Web site
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