
 

 

COOLEY MIDDLE SCHOOL PTC BOARD OVERVIEW AND ELECTION PROCESS 

The Cooley Middle School Parent Teacher Club (PTC) Board consists of three categories of officers - elected 
officers, appointed chair members, and staff and community representatives, working together to enhance the school 
community through leadership, events, fundraising, and hospitality.  

The election of the Executive Board takes place annually in May. This board bears the responsibility of ensuring all 
PTC procedures are financially and legally sound. Members of the Executive Board must actively participate in the 
management of the organization, attend meetings, evaluate reports, and maintain a high standard of conduct to 
protect and preserve the organization. In addition they appoint and confirm the appointed officers positions and the 
staff/ administration representatives (brought forward by the Cooley Middle school principal). 

 

1) EXECUTIVE BOARD MEMBERS (5 positions unless shared as co-positions) 

President 
  
• Presides over all PTC meetings. Collaborates with school administration on activities. 
• Resolves membership-related issues. 
• Reviews finances monthly with the Treasurer. 
• Appoints a non-signer officer to independently review bank statements. 
• Schedules and oversees annual audits. 
• Submits annual financial statements to the school administrator. 
 
Vice President 
 
• Acts as the President’s representative in their absence. 
• Presides over meetings when the President is unavailable. 
• Handles duties delegated by the President. 
 
Secretary 
 
• Maintains accurate records of all meetings. 
• Reports Executive Board recommendations. 
• Manages attendance, correspondence, and committee records. 
• Ensures proper documentation of all business transacted. 

Treasurer 
 
• Custodian of all PTC funds. 
• Serves as chairperson of the Budget and Finance Committee (if required). 
• Issues receipts and deposits funds monthly (or biweekly when over $250). 
• Prepares monthly financial reports and reconciliations. 
• Files mid-year and end-of-year financial reports. 
• Handles required tax filings (sales tax and IRS 1099). 
• Submits records for audits when requested. 
 



Events and Fundraising Coordinator 

Events Duties: 
• Oversees all non-fundraising PTC events (e.g., school socials, student celebrations). 
• Recruits and supports event chairs and committees. 
• Coordinates event logistics and volunteers. 
• Promotes events in collaboration with the Social Media Chair and Webmaster. 
 
Fundraising Duties: 
• Leads planning and execution of all fundraising efforts. 
• Collaborates with administration and board on fundraising schedules. 
• Supports fundraising chairs and tracks campaign results. 
• Communicates goals and outcomes with the school community. 

 

 

2) APPOINTED MEMBERS (4 positions unless shared as co-positions) 

Electronic Media Facilitator ( Webmaster) 
 
• Manages the PTC website and email communication. 
• Coordinates with the Secretary and President for content and authorization. 

Social Media and Community Engagement Chair 

• Manages all social media platforms (e.g., Facebook, Instagram). 
• Creates engaging content to promote events, fundraisers, and school spirit. 
• Responds to community interactions and fosters online engagement. 
• Works with board members and event chairs for content sharing and campaign promotion. 

Hospitality Coordinator 

• Plans and executes hospitality/appreciation events monthly 
• Plans and executes daily activities for Staff Appreciation Week 
• Manages hospitality budgets and logistics. 
 
 
 
Promotion Party Coordinator 
• Point PTC person for management of all aspects of  preparation and execution of a red carpet Gala themed party 
for all 8th grade promoting students (approximately 250 students). 
• Coordinates with Principal and admin staff any and all scheduling and campus access tasks related to the event  
• Manages all budget, purchasing and financial transactions related to the event 
• Coordination of all vendor contracts and activities (equipment and services rentals, food orders, balloons, Dj, print 
media, photo booth, etc) 
• Coordinate and manage all parent and volunteer activities to assist with the event, prior, during and after the event 
• Manages collection administration and distribution of prizes to be provided for the event 
 
 
Promotion Ceremony Coordinator 
 
• Obtains list of all eligible families for VIP seating 



• Meets with Principal and Secretary to establish roles and responsibilities 
• Works with school admin to establish a seating chart in synch with school’s VIP list 
• Confirm with Nanette that enough chairs have been ordered 
• Obtain water bottles for students for promotion practice and ceremony 
• Coordinate stage decorations (feather flags have been used) 
• Coordinate via SUG volunteers of non-eighth grade parents to assist at gates/ distribute certificates  
• Coordinates volunteers for early morning chair set up 
• Prepare name cards and supplies for chairs (2 per family) 
• Attend chair set up and place name cards on chairs 
• Attend ceremony or identify a point person for day of 
 
 
 
 
 
 

3.) STAFF & COMMUNITY REPRESENTATIVES (3 positions unless shared as co-positions) 

Administrative Representative (Cooley Middle School Principal) 

• Coordinates and approves all PTC events, fundraisers, meetings, and policies in partnership with the President. 

Teacher Representative (Cooley Staff, appointed by the Cooley Midle School Principal) 

• Liaison between school staff and the PTC. 
• Communicates upcoming staff events, concerns, and needs. 

Site Council Representative 

• Acts as a bridge between the Site Council and PTC. 
• Must attend both Site Council and PTC meetings to report and share relevant updates. 

4.) BOARD MEMBERS EXPECTATIONS 

All members of the Cooley Middle School PTC Board, whether elected or appointed, are expected to: 
 
Attend Regular Meetings: Participate in monthly board meetings and general PTC meetings to stay informed and 
contribute to decision-making. 
 
Maintain Confidentiality: Protect sensitive financial, personnel, and student-related information. 
 
Support PTC Initiatives: Be active participants in planning and supporting events, fundraisers, and school programs. 
 
Communicate Professionally: Represent the PTC with respect and integrity in all communications with school staff, 
parents, and community members. 
 
Be Financially Responsible: Follow proper procedures for handling funds, tracking expenses, and submitting 
reimbursements. Abstain from any actions that constitute conflict of interest. 
 
Promote Collaboration: Work as a team, supporting fellow board members and respecting differing perspectives. 
 

5.) TERM LIMITS AND VOTING RIGHTS 



Term Length: Elected officers serve for a term of one year, beginning July 1 and ending June 30. Members may be 
re-elected for consecutive terms. 
 
Voting Rights: All Executive Board officers and appointed chair members have one vote each. In the event of a tie, 
the President may cast the deciding vote. 
 
Vacancies: Should a position become vacant during the school year, the Executive Board may appoint a replacement 
to serve the remainder of the term. 
 
Quorum Requirements: A quorum, defined as a majority of voting board members, is required for official votes or 
decisions. 
 


