ST. BERNADETTE SCHOOL

PARENT TEACHER GUILD BYLAWS
I. NAME

A. This organization shall be known as the St. Bernadette School Parent Teacher Guild (PTG).

II. MISSION STATEMENT

A. We, the parents of St. Bernadette School, in partnership with the teachers, staff and students, are dedicated to bringing into a closer relationship the Church, the home and the school, and further a spirit of cooperation in mutual efforts of providing a Catholic education to our children.
III. PURPOSE

A. The purpose of the PTG shall be to assist St. Bernadette School by providing financial support through its various programs and fundraisers, by organizing and overseeing the Family Volunteer Program, and by organizing both student and adult social functions.

IV. MEMBERSHIP

A. Membership is comprised of all parents and guardians of students at St. Bernadette School who pledge their support, and the teachers, staff and students of St. Bernadette School.  Annual membership dues is $5.00 per family.
V. PTG BOARD 
A. The PTG Board shall consist of the School Principal, who serves as the Executive Officer of the PTG Board, the President, Vice-President, Secretary and Treasurer.
VI. PTG BOARD RESPONSIBILITY

A. The Board shall propose, study and evaluate current and proposed fundraising projects for the next school year.  Simple majority vote is required to approve all projects.

B. The Board shall organize and coordinate all adult and student social events.

C. The Board shall solicit family participation for the Family Volunteer Program.

D. The Board shall compose a budget at the beginning of the school year for all events, fundraising programs, volunteer committees and anticipated expenditures.

E. The Board shall provide refreshments and treats for students in first through eighth grade during the Halloween, Christmas and Valentine’s Day parties.  

F. The Board shall be responsible for coordinating the Homeroom Parent’s responsibilities.

G. The Board shall be responsible for procuring Chairpersons and overseeing the functions of the various PTG Committees. 

H. The Board shall be responsible for compiling and producing the PTG Phone Directory.

I. The Board shall discuss the PTG functions, activities, etc., at the 3-year preschool, 4-year preschool and kindergarten orientation sessions and distribute the PTG orientation packet.

J. The Board shall discuss the PTG functions, activities, etc. at the orientation session for grades 1-8, distribute the PTG orientation packet, and provide refreshments through the Hospitality Committee.  

K. The Board shall solicit membership into the PTG at the orientation sessions for all classes (3-year preschool through 8th grade).

L. The Board shall coordinate the Teachers Appreciation Luncheon during Catholic Schools Week.

M. The Board shall coordinate the Holy Raffle ticket distribution and payment of winners.

N. The Board shall distribute 90% of the PTG checking account funds to St. Bernadette School’s annual budget.  This transfer shall occur at the conclusion of the school year.  The remaining 10% of the checking account shall be used to begin the next school year’s events and fundraisers.
VII. MEETINGS

A. General membership meetings shall be conducted quarterly in the months of September, December, March and May.

B. Cancellation and rescheduling of general membership meetings may be done upon the majority approval of the Officers or by the Executive Officer or President an emergency situation.

C. A special meeting of the membership may be called by the President upon verbal request of a group of members.  Reasonable notification must be given to the PTG at large.

D. Any new business to be placed on the written agenda shall be submitted to the President at least seven days prior to the meeting.  Additional new business may be presented to the members at the discretion of the President.

E. Order of business shall include, but is not limited to: Opening Prayer, Old News, Secretary Report, Treasurer Report, and Reports from Committee Chairpersons followed by an open forum.
F. PTG Board meetings shall be called by the President or Executive Officer as necessary.

VIII. OFFICERS

A. The Officers of the PTG Board shall consist of the Executive Officer (Principal), President, Vice-President, Secretary and Treasurer.  The Past President shall serve as the Board Advisor.

B. Officers shall assume their responsibilities from July 1st to June 30th of the following year.

C. All officers are expected to attend all general membership and Board meetings.
D. Responsibilities of the President shall include the following:

a. Exercise general supervision of the PTG and see to the proper functioning of its activities.
b. Preside and conduct all general membership and Board meetings.

c. Prepare each meeting agenda.

d. Choose a topic for presentation for the September, March and May general membership meetings.

e. Oversee all fundraising activities.

f. Submit a fundraising schedule and calendar of events at the beginning of the school year.

g. Submit information regarding PTG activities to the school website.

h. Create the PTG orientation letter and packet.

i. Solicit advertisements for the PTG Phone Directory from community businesses and the parents.

E. Responsibilities of the Vice-President shall include the following:

a. Assist the president as needed in all PTG functions.

b. Assume responsibility of the President when/if needed.

c. Sell 50/50 raffle tickets at all general membership meetings and all adult PTG-sponsored events.
d. Procure chairpersons for the PTG Committees by August 15th.

F. Responsibilities of the Secretary shall include the following:

a. Record the proceedings of all general membership meetings, Board meetings and other matters of which a record shall be deemed advisable.

b. Compose the family volunteer list at the beginning of the school year.

c. Read the minutes of the previous general membership meeting at all general membership meetings.

d. Maintain the current bylaws and provide adjustments as necessary based on adopted amendments.

G. Responsibilities of the Treasurer shall include the following:

a. Collect and distribute all funds of the PTG under direction of the Board.

b. Keep regular accounts of all PTG funds, which shall at all times be open to inspection by any member of the PTG.
c. Provide written and verbal financial reports at all general membership meetings.

d. Prepare a written income and expense report for all PTG-sponsored activities and present it to the Board following the event.

e. Pay all bills the PTG incurs.  All checks drawn on the PTG checking account must be signed by the Treasurer.

f. Make all deposits into the St. Bernadette School PTG checking account.

g. Balance and maintain the PTG checking account.

IX. TERM OF OFFICERS

A. The President and Vice President shall perform their responsibilities for a period of one year.  The Secretary and Treasurer shall perform their responsibilities for a period of two years.
B. The Vice President shall succeed the President the following year.

C. Nominations for the Vice President, Secretary and Treasurer for the following school year shall be accepted from the general membership from April 1-April 30. 
D. If a candidate for the Secretary and Treasurer positions is not obtained, the current officers of those positions may continue for another school year.

E. If a candidate for the Vice President position is not obtained, the current President may continue for another school year.

F. If there are multiple nominations for a position, selection will be made via a random drawing by the Executive Officer of the PTG.

G. New officers will be notified of their positions by May 15th.

X. PTG COMMITTEES
A. The Board shall solicit chairpersons and volunteers for various PTG Committees.  These committees shall include, but are not limited to, the following: Hospitality, Market Day, Book Fair, Sarris Candy Sale, Santa Shoppe, Family Breakfasts, Junior Achievement, World Marriage Dance, Fun Fair, 8th Grade Graduation, Library Book Review, Mentor Family, Day of Caring and Red Ribbon.  
B. The Board shall solicit volunteers for various PTG Committees.  Chairpersons are not required, since the committee is overseen by the Principal or other school faculty.  These committees shall include, but are not limited to, the following: Homeroom Parent, School Advisory Council, 250 Club, Holy Raffle, Library Volunteer/Reviewer, Script, Lunch Room, Gift Certificate Sales, Computer Aide and Science Lab.

C. Additional committees (based on additional functions or activities) can be created by the Board as needed.  
XI. AMENDMENTS

A. These bylaws may be amended by simple majority vote of the PTG Board. 

B. Any PTG member or officer may propose an amendment.

C. The proposed amendment must be given in writing to the President at least one week prior to a Board meeting.  The President will then distribute the proposed amendment to all officers.

D. Proposed amendments must be adopted or rejected at the Board meeting following the request for amendment.
Approved: July 20, 2004
