Sacred Heart Cathedral School Parent Teacher Ministries (PTM)

PTM President

Shannon Bevill

What does the President do?

As president you are the chief organizer, cheerleader and assistant for the
parent ministry committees. The key categories are Leadership/Vision,
Meetings/Governance, Communication/Representation, Board/Volunteer
Management, Oversight/Compliance, and School/Community Support.

Leadership & Vision

e Provide overall leadership and set the tone for the PTM (collaborative
and inclusive)

e Help define goals and priorities for the year with the board

* Make sure the PTM stays aligned with its mission and bylaws
Meetings & Governance

® Preside over PTM meetings & board meetings

e Create meeting agendas (often with the secretary)

* Have a representative at the School Advisory Board meetings.

e Keep meetings organized, fair & on track

Ensure elections are run properly (if necessary) and officers are
installed.

Communication & Representation
e Act as the main spokesperson for the PTM.

e Serve as the primary liaison between parents and school
administration.

® Represent the PTM by awarding the Rachel McCollum Award at the
eight grade graduation.
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PTM President

Communication & Representation

® Share updates with members and keep communication flowing
Board & Volunteer Management

e Recruit, support, and motivate board members and committee chairs.

e Delegate responsibilities.

e Step in to help resolve conflicts or problems within the PTM.

® Make sure committees are functioning and reporting back.
Oversight & Compliance

e Ensure PTM activities follow bylaws, policies & PTM rules.

¢ Co-sign checks and contracts as required.

e Monitor that funds and events are being used appropriately.

e Make sure required reports, forms, and deadlines are met.
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PT'M Vice President

Erin Kelly
What does the Vice President do?

As vice president you are the back up to the president and in training to
be president the next year. The key categories are Support the President,
Meetings/Leadership, Committees/Projects, Membership/Outreach.

Support the President

e Step in for the President when they're absent (meetings, events,
emergencies).

® Help carry out the PTM’s goals and plans.

® Be a sounding board for ideas, concerns, and decisions.
Meetings & Leadership

e Attend board and general PTM meetings.

e Run meetings if the President cant be there.

* Help keep meetings productive and moving forward.

e |dentifies and fills in gaps.
Communication & Representation

e Oversees committees or major events.

e Acts as a liaison between committee chairs and the board.

e Helps troubleshoot when a committee gets stuck or overwhelmed.
Membership & Outreach

® Volunteer coordination and engagement.
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PTM Treasurer

Katherine Odom

What does the Treasurer do?

As treasurer you are part accountant and part rule follower.
Financial Management
e Work with finance department regarding all PTM funds.
e Maintain accurate financial records (income, expenses, & balances).
e Reconcile PTM tracking with PTM ledger on a monthly basis.
Budget & Reporting
® Help create the annual PTM budget with the board.
e Present financial reports at board and general meetings.
® Track actual spending vs. the approved budget.
e Flagissues early if spending is off track.
Payments & Reimbursements
e Work with the finance department for checks to be distributed..
e Process reimbursements for approved expenses.
e Ensure payments are backed by receipts and proper approvals.
Compliance & Oversight
* Make sure spending follows PTM bylaws and approved motions.
e Ensure funds are used for student and school related purposes.
® Prepare records for audits or financial reviews.

® Maintain proper financial controls.
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PTM Treasurer

Fundraising Support
® Track income from fundraisers and events.
e Verify cash counts and deposits (with at least two people).
e Report fundraising results to the board.
Year-End & Transition
e Close the books at the end of the year.

¢ Train and transition records to incoming Treasurer.
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PTM Secretary

Whitney James
‘What does the Secretary do?

As secretary you are the memory-keeper of the PTM and assist with
communication of any newsletter to be distributed.

Meetings & Records
e Take accurate minutes at board and general PTM meetings.
® Record motions, votes, and key decisions.
¢ Distribute minutes to the board/members in a timely manner.
e Keep an organized file of approved minutes.
Documentation & Organization
* Maintain official PTM records (bylaws, standing rules, policies).
e Keep copies of agendas, reports, and important correspondence.
® Track attendance at meetings when required.

Communication Support

e Handle official correspondence as assigned (thank-you notes, notices,
letters).

e Send meeting notices and agendas (often with the President).

® Help manage PTM email, forms, newsletters, shared drives and
outward communication.

Compliance & Governance
e Ensure motions and votes are properly documented.
* Bring bylaws/standing rules to meetings for reference.

¢ Assist with elections by recording nominations and results.
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PTM Secretary

Compliance & Governance

e Keep historical records for audits and future boards.
Year-End & Transition

¢ Organize files for the incoming Secretary

e Ensure records are complete and up to date.

e Support smooth leadership transitions.
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Campus Decor Committee

PTM Chair: Lauren Gaylon & Angie Brown
What do we decorate?

Decor Committee will be responsible to decorate outside and inside

bulletin areas. These will be decorated based on the seasons (Fall, Winter/
Advent, Spring/Lent).

Homeroom Coordinators

PTM Chairs: Kathy Willard, Larissa Justice, & Elizabeth Frazer

What is a Homeroom Coordinator?

There is a homeroom coordinator for preschool, elementary, and middle
school. These coordinators work to communicate with all the homeroom
representatives key dates and communication to help bridge the
communication between teachers and parents. The coordinators also
coordinate collective gifts for middle school, specials and office
administration at Christmas and End of Year.

Lost & Found Committee

PTM Chair: Gus Trevino
What is Lost & Found?

Lost & Found Committee will be responsible to setup a schedule of
cleaning out the lost & found bins in the front office, pavilion, gym and the
cafeteria. They will work with Jere Doherty, Office Manager, in returning
any item that is labeled. The rest will be organized and posted for pickup.

After the time is expired items will then be either placed in the Uniform
Closet or donated.



Sacred Heart Cathedral School Parent Teacher Ministries (PTM)

Middle School Committee

PTM Chair: Melissa Cox
What is Middle School?

Middle School Committee will be responsible to coordinate with National
Junior Honor Society for the middle school dances. They also find service

hour opportunities for the students and setup a Mardi Gras treat on Fat
Tuesday.

Special Area Volunteer Committee

PTM Chair: Jackie McDonald
What is Special Area Volunteer?

Special Area Volunteer Committee will work with the Library regarding
special events like the Book Fair, Art Room for parent help during art class,
help in the Cafeteria, Music help with concerts and talent show, PE for
volunteers for sporting events and volunteers for picture days.

Sunshine Committee

PTM Chair: Victoria Ange
What is Sunshine?

Sunshine Committee is responsible for giving a special treat to SHCS
Faculty/Staff during their birthday month. Coordinating the Facilities &
Cafeteria Appreciation Days, gift for substitutes at the end of the year,

IOWA/cogAT testing snacks (March/April) and Teacher Appreciation
Candy Bar (May).
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Teacher Luncheon Committee
PTM Chair: Mary Hanneman

What is a Teacher Luncheon?

The Teacher Luncheon Committee coordinates 7 SHCS Faculty/Staff events
a year.

When is a Teacher Luncheon?

October/November: Coffee Truck March/April: Lenten Luncheon

December: Advent Party (after school) May: Fiesta de Mayo (after school)

January: Catholic Schools Week Luncheon

Uniform Closet Committee

PTM Chair: Whitney James & Sarah Campbell
What is Uniform Closet?

The Uniform Closet is open after first Friday mass, unless there is conflict.
They will work together to have the closet open to the SHCS community,
as well as clean and organize the donations.



