
1. The Mountlake Terrace Elementary Parent Teacher Organization-MTE PTO is a 
separate organization from the school but perceived by the community to reflect the 
missions and values of the school and school district.  

2. Current Officers and Agents:  
3. Dues-We currently do not charge dues.  
4. Robo Calls-Final Drafts of Robo calls must be emailed to the principal with the office 

manager cc’d 1 week in advance. This way the office manager can add the robo call into 
the principal’s calendar with the final draft.  

5. Morning Announcements-Final drafts of announcements must be emailed to the 
principal and the office manager 1 week in advance. 

6. School Newsletter-School newsletter blurbs must be submitted to the office manager 1 
week in advance. 

7. Calendar Settings-A committee made up of PTO, the principal, and the office manager 
will have a calendar setting meeting prior to the start of every school year. If the PTO 
needs to add more event dates to the calendar those dates must be approved by site 
council. 

8. PTO Building Use Calendar-Anytime the PTO is using the school building for PTO 
events those events must be scheduled on the “School Dude” calendar. Directions for 
doing that are in our shared files under “School Dude”.  

9. Events-PTO event details must be coordinated with the principal. This is to ensure we 
aren’t breaking any district policies and to work closely with the school. Generally the 
PTO is able to plan and organize events. We collaborate with the school due to mutual 
interests. Feedback from the principal is always valuable. We are a separate 
organization from the school. 

10. Fundraisers-All fundraising done by students and staff for the PTO must take place 
outside of school hours. All fundraisers must be coordinated with the principal. This is to 
ensure we aren’t breaking any district policies and to work closely with the school. 
Generally the PTO is able to plan and organize events. We collaborate with the school 
due to mutual interests. Feedback from the principal is always valuable. We are a 
separate organization from the school. 

11. PTO Mail-All PTO mail will be put in our PTO lock box.  
12. Copier-Teachers and staff have priority at the copier. PTO can use the copier and paper 

but must reimburse the school.  
13. Guest speakers, performers, and during school events paid for by the PTO-For 

insurance reasons the payment needs to be made by the school. The office manager will 
bill the PTO and make the payment to the 3rd party.  

14. Meetings with teachers-PTO meetings with teachers cannot take place in staff lounge 
during school hours. Meetings can take place during teacher breaks in rooms outside of 
the staff lounge if teachers volunteer to be there. Meetings with teachers can also take 
place outside of school hours if teachers volunteer to be there.  

15. Site Council-One member of the PTO will serve on the site council committee. That 
committee member will make a report during every PTO meeting.  



16. Kid Mail-Class counts for kid mail are located on the RED clipboard that is usually on 
the assistant office manager’s desk.  

17. Staff Lounge-Is contractually for MTE staff during school hours.  
18. PTO Documents-Every effort will be made to ensure documents produced for public 

viewing have been reviewed by no less than two members. 
19. PTO Donations to the School-PTO may donate funds and designate the allowable 

uses of their donations; if the district accepts the donation, it also accepts the strings 
attached.  

20. School Donations to the PTO-The school can never make donations of any kind to the 
PTO. No school bought materials can be used for PTO to fundraise. 

21. Teacher Liaisons-Are PTO’s primary contact for when we need feedback from all of the 
teachers. Teacher liaisons must be established at the beginning of the school year.  

22. Event Tables, Chairs, Stages, and Art Hanging Boards-Are ordered for the PTO by 
the Office manager as far in advance as possible.  

23. Library Usage Right After School-Must be approved by the librarian and office 
manager. Usage must also be scheduled in “School Dude”. 

24. During School PTO Programs- 
25. During school assemblies-Must be organized with the music teacher.  
26. PTO volunteer enrichment program that take place right after school-A list of 

students registered must be emailed to each student’s teacher, their parent, and school 
administration. Kindergarten and 1st grade students must be escorted to their after 
school class by a volunteer.  

27. Communications-The PTO’s primary form of written communication for our meetings 
and events is our website other forms may include school newsletter, robocall, email, 
text service, Facebook, and paper flyer. 

28. Prudent Reserve-Shall be $6000.  
29. Amendments for standing rules-can be made by the executive board or general 

committee.  
30. Chairs For Events-There shall be a CHAIRPERSON for each event. Events include but 

not limited to: Autumn Festival, Fundraiser, No TV Week events, Grandparent’s Tea and 
Spring Silent Auction. If there is not a chairperson, the event will be canceled. The 
committee chairperson will attend the board meeting before the event and the board 
meeting after the event takes place 

31. Event Reimbursements-The committee chairperson(s) shall create a COMMITTEE 
FINANCIAL REPORT and return it to the PTO Treasurer no later than fifteen days after 
the event takes place, along with any RECEIPTS NEEDING REIMBURSEMENT from 
the PTO. 

 


