Holy Trinity Catholic School Parent-Teacher Organization (PTO)
Bylaws and Policies
Article I: Name

e The name of this organization shall be the Holy Trinity Catholic School Parent-Teacher
Organization, hereinafter referred to as the PTO.

Article ll: Purpose, & Mission

e The purpose of the PTO shall be:

e To foster a spirit of unity and cooperation between parents/guardians, teachers,
Principal, Pastor, staff and students.
To support the educational, spiritual, and social development of our students.
To act in ways supportive of our teachers and staff as they strive to offer an
authentic Catholic education.

e To provide financial and volunteer assistance to the school for approved
programs and activities.

e To promote the Catholic values and mission of Holy Trinity Catholic School and to
encourage school spirit.

e To create a welcoming and supportive environment for all families.

e The mission of the PTO is to uphold the values of Holy Trinity Catholic School and its
mission: Qur mission is to spread the Gospel of Jesus Christ, to provide a high-quality
education, and to guide children in living the Catholic faith.

e The PTO is organized exclusively for educational, religious and charitable purposes and
qualified as an exempt nonprofit organization under section 501(c)(3) of the Internal
Revenue Code.

Article lll: Membership & Dues

e Membership is open to all parents and legal guardians of students attending Holy Trinity
Catholic School as well as its faculty and staff.

e Members are defined as one vote per household.

e To ensure that the PTO fulfills its full purpose and mission, all members are expected to
participate in and volunteer for PTO events and fundraisers.
e Dues.

e Dues shall be established on an annual basis by the Executive Board and
approved by a two-thirds majority vote of Members at the spring general meeting,
to be collected for the upcoming fiscal year.

e Dues will be collected at school registration if approved. For the initial school year
of PTO, namely 2025-2026, there will be no dues collected.

e Dues collected should be reserved for PTO expenses and events.
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Article IV: Officers

The Executive Board officers of the PTO shall be President, Vice President, Secretary,
and Treasurer.
Officers shall be elected at a meeting after either voluntary commitment or nomination.
Each position will serve for a minimum of one term and a maximum of two terms, unless
there are extenuating circumstances that require a re-election for a third term. The
Vice-President shall serve a one-year term as Vice President followed by a one-year
term as President.

e An exception to the requirements of this section is for the Treasurer, who shall

initially be the Parish Director of Administrative Services.

The term of office will coincide with the school's fiscal year (July 1st - June 30th.)
Vacancy in office. In the event of a resignation of an officer, the President (or Vice
President if vacancy is for President), may take nominations and said appointment shall
either be ratified or proceed to an election, if multiple nominations, at the next general
meeting.

Article V: Duties of Officers

Each officer is expected to:

e Attend all Holy Trinity Catholic School Parent-Teacher Organization meetings. In
the event the Treasurer is the Director of Administrative Services of the Parish,
he/she is exempt from required attendance at meetings.

e Maintain regular contact with assigned event or fundraiser chairpersons.

Offer support and guidance to volunteers & event or fundraiser chairpersons.
The President.
e The President shall serve a one-year term and have the following duties:

e Provide guidance to the Vice-President.

e Lead the PTQO's efforts to recruit members & oversee
nomination/voluntary appointment of new officers.

e Setthe agenda for and preside over all meetings of the Organization.
Establish and maintain the PTQ'’s calendar of events for the school year.
Provide oversight responsibility for all PTO events and activities, ensuring
alignment with the mission, objectives, and financial goals/commitments
of Holy Trinity Catholic School

e Manage the budgeting process based on financial data provided by the
Parish office.

e Oversee that all reimbursement forms are accurate, complete, and turned
in to the Parish Office.

e Advise the PTO members and Executive Board on the current finances at
all meetings.

e Provide a detailed report of PTO projects, fundraisers and events to the
School Advisory Board Chair for presentation at their meetings.

e Perform and/or assign any duties assigned by the Principal.
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e The Vice President.
e The Vice President shall serve a one-year term and have the following duties:

e Provide assistance and support to the President in the performance of
their duties.

e Perform all duties and responsibilities of the President in his/her absence
or upon his/her resignation.

e Assist in providing leadership, guidance, and oversight to PTO
committees and volunteers

e Assist in the recruitment and engagement of volunteers for PTO activities
and events.

e Perform other duties as assigned by the President or the Executive
Board.

e Prepare for future appointment as President upon completion of term as
Vice President.

e The Secretary.
e The Secretary shall serve a two-year term and will have the following duties:

e Record accurate and comprehensive minutes of all meetings of the
Organization.

e Ensure the prompt distribution of meeting minutes to the Executive Board
and Members

e Coordinate and manage all official PTO communications, including the
preparation and submission of;

e \Weekly notices for Holy Trinity Weekly Update email.

e Any notices for inclusion in the Holy Trinity Parish & St. Michaels
Parish Bulletins.

e If necessary, collaborate effectively with the designated website
manager regarding the PTO section of the school website to
ensure timely and accurate information is posted.

e Perform other duties as assigned by the President or the Executive
Board.

e The Treasurer.
e The Treasurer shall initially be the Director of Administrative Services for the
Parish, and will have the following duties:

e Shall receive all income collected by the PTO.

e Keep an accurate record of receipts and expenditures.

e Pay out funds upon action of Executive Board and members at a general
meeting
Inform the Executive Board of special financial issues and considerations.
Compile and submit any financial reports for PTO as required by the
Parish Office or School.

Article VI: Meetings

e General meetings:
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e Three general meetings will be held during the school year at a time and place
agreed upon by the Executive Board.

e A schedule of general meetings will be published on the PTO section of the
school website and through other primary communication channels in the
beginning of the school year.

e Meeting minutes will be posted publicly on the school website after approval of
the Executive Board.

Quorum for general meetings will be two-thirds of the voting members present.

Meetings of committees or chairpersons established by the Executive Board will

be held when needed with either the President or Vice-President present.
Executive Board Meetings:

e The Executive Board shall meet on a monthly basis to remain in communication
regarding fundraisers, volunteer opportunities, and any other issues that may
arise.

All meetings shall be conducted in accordance with Simplified Parliamentary Procedure
based on Robert's Rules of Order.

Article VII: Committees

The PTO Executive Board may establish committees as needed to carry out its
purposes. -

Committees may include, but are not limited to:

Fundraising Committee

Volunteer Committee

Hospitality Committee

Events Committee

Teacher Appreciation Committee

Committee chairs shall be appointed by the President with Executive Board approval
and will serve for 2-year terms, coinciding with the fiscal year.

Committee chairs shall report their activities and recommendations to the PTO at
general meetings.

Article VIII: Financial Management

All PTO funds are managed and held by the Parish Office and Parish Director of
Administrative Services.

Balances, audits, and accounting for PTO funds shall be conducted by the Executive
Board and Principal upon request.

The budget for the following fiscal year will be created by the Executive Board, and
presented at the final general meeting of the year.

Income. Any income generated by PTO events or activities shall be turned over to the
Parish Director of Administrative Services within 3 business days of receipt with proper
documentation of income.

Expenditures. Expenditures shall be made in accordance with the approved budget.
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e All expenditure reimbursement or request form must be submitted to a board
member for approval.
e Any single expenditure, even if budgeted, above $200 must be pre-approved by
the Executive Board.
The President shall provide a financial report at each general meeting.
An annual audit of the PTO’s financial records shall be conducted in conjunction with the
Parish Office.
e Areserve balance of PTO funds shall be carried from one fiscal year to the next. This
balance will be based upon the previous year’s actual use of funds and set when
budgets are due at the beginning of the calendar year.

Article IX: Amendments

e These bylaws may be amended by a two-thirds (2/3) vote of the members present at a
general meeting, provided that notice of the proposed amendment has been given to
members at least 14 days in advance.

Article X: Dissolution

e In the event of dissolution of the PTO, any remaining funds remaining after the payment
of final expenditures shall be donated to Holy Trinity School for the benefit of the
students.

e Dissolution shall require a two-thirds (2/3) vote of all members of the PTO.

Article XI: Relationship with School Administration

e The PTO Executive Board and its members are accountable to the School Principal.

e The PTO shall work in cooperation with the school administration and adhere to the
policies and procedures of Holy Trinity School and the Archdiocese of Milwaukee. The
PTO will also adhere to relevant Archdiocesan guidelines regarding volunteer activities
and liability.

e The Principal or a designated representative from the school administration shall serve
as an ex-officio member of the PTO.

Article XII: Conflict Resolution

e Inthe event of a conflict within the PTO membership, the Executive Board will make
every effort to resolve the issue. If a resolution cannot be reached, the Principal may be
asked to mediate.
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Adoption

These bylaws were adopted by the Holy Trinity Catholic School Parent-Teacher Organization
on:
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|ce President:
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Secreta
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By signing | acknowledge that | have received and read a copy of the PTO bylaws:

Principal;

Pastor;
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