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 PTO FAQ & Guidelines 2011-2012 
UPDATED 12/14/11 

This document is meant to provide additional guidelines for volunteers who are organizing events, helping 
with communication, leading a fundraising effort, or fulfilling some other role within the PTO. This is a first 
attempt at providing written guidelines for many procedures. It is anticipated that this document will be added 
to and updated as we formalize and document PTO procedures throughout the rest of the school year. This 
document will be published on the PTO page of the SCS website, and the latest version will always be found 
there. 
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Communications 

Wednesday Folder 
Approval & Process 

• All flyers to go in Wednesday folder need to be approved by SCS Director prior to making copies or 
scheduling for inclusion 

• Ideally, flyers should be translated into Spanish as well, see below for resources for translation 
To make copies for the Wednesday folder: 

• Total copies: 260 English, 30 Spanish 
• Ideally in the following sets: 5 sets of 22, 5 sets of 30. 
• Provide to the SCS office by Tuesday morning for inclusion in that week’s folder 

Who pays for copies? Depends on what they are for: 
1. For Charter Your Course administration => comes out of PTO budget of $1000 for CYC administrative 

funds 
2.  For CYC Family Fundraiser => either can be paid for directly by a family, or comes out of profits from 

the fundraiser. If the latter, the copies can be paid made using the PTO account at Copy Store & More 
but needs to be designated which fundraiser it is for so expense can be deducted from appropriate 
CYC pledge 

3. For PTO communication => comes out of PTO budget of $300 for PTO copies. Please make sure 
someone from the PTO board or PTO committee lead has approved the expense prior to running the 
copies. 

If copies are being paid for by the PTO: 
• Copy Store & More, put on the SCSF account 
• Put the receipt, with a handwritten note of what is was for in the PTO inbox in the office or email PTO 

Treasurer Nona Gamble ( nonaandbill@sbcglobal.net ) with the date you made the copies & as to what 
its for so we can put it on the budget. 
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Spanish Translation 
We do not have a regular translation process. There are several parent volunteers available for this however. 
Please contact the Volunteer Committee ( volunteer@sonomacharterschool.org ) to request help with 
translating documents. We hope to have a system for sending documents to be translated in a timely manner 
by volunteers soon. If you are in a rush, it is recommended that you use Google Translate, although not 
perfect, as a “better than nothing” measure – see http://translate.google.com/. 
 
PTO Communications Policies 

• All kids photos must be checked with Molly in the office that they are ok to publish 
• Kids photos & first name only in weekly email 
• Photos only on SCS Facebook page (unless you’ve gotten approval from their parents specifically to use 

their names) 
• Facebook postings by SCS Facebook admins should be coordinated so multiple posts don’t show up on 

the same day or more important posts are not immediately posted over by less important posts – if you 
aren’t sure, check with PTO communications chair(s). 

 
Email Groups/Lists 

Email Who Notes 

beautification@sonomacharterschool.org Beautification Committee Chairs  

cyc@sonomacharterschool.org Charter Your Course Lead  

cycteam@sonomacharterschool.org CYC Team 2011-2012 Includes CYC class reps, CYC lead, CYC mentors 

photos@sonomacharterschool.org Communications Chars/Inbox Use to submit any & all photos for use on FB, weekly 
emails, website and/or yearbook 

pto@sonomacharterschool.org PTO President & Communications 
Chairs 

Use for requests for weekly email & PTO suggestions 

ptoboard@sonomacharterschool.org PTO Board & Committee Leads  

ptogroup@sonomacharterschool.org PTO Group Comprised of those requesting information and 
updates from the PTO, PTO Board Members, past 
PTO Meeting attendees, CYC class reps & mentors 
and SCS faculty & staff.  

staff@sonomacharterschool.org SCS Staff & Faculty  

volunteer@sonomacharterschool.org Volunteer Chairs Use for requests for weekly email & PTO suggestions 

wishlist@sonomacharterschool.org WishList Coordinator Use for library, classroom or school wish list requests 

webmaster@sonomacharterschool.org Email coordinator Use for requests to remove/add/update emails from 
any email group list 

fundraising@sonomacharterschool.org Fundraising Committee Chair(s), CYC 
Team Lead, PTO President 

Use to communicate new fundraising ideas  or 
communicate with fundraising chair(s) 

Class/grade email lists  Includes main email for each student in classroom; 
does not include teacher's email 

grade6@sonomacharterschool.org Grade6  

grade7@sonomacharterschool.org Grade7  

grade8@sonomacharterschool.org Grade8  

room10@sonomacharterschool.org Room10  

room11@sonomacharterschool.org Room11  

room12@sonomacharterschool.org Room12  

room14@sonomacharterschool.org Room14  

room2@sonomacharterschool.org Room 2   

room3@sonomacharterschool.org Room3  

room4@sonomacharterschool.org Room4  
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Weekly Emails 
List out information & deadlines for weekly emails: 
 

1. PTO Weekly email – sent Tuesday on school weeks 
a. All upcoming events* 
b. Volunteer requests 
c. Events with a CYC earnings opportunity element are promoted for the sake of the event; details on the 

earning opportunity should be provided as a link to the SCS website, or detailed in the CYC email 
d. *CYC Family fundraisers that are promoting solely one business are excluded 
 

To submit items for the PTO Weekly email, sent to PTO Communications at pto@sonomacharterschool.org . Items 
received by 5pm Friday will go in the following week’s email. All submissions must be reviewed & approved by the 
PTO communications chair(s) and the director. 

 
2. CYC Weekly email – sent Wednesday on school weeks 

a. CYC Earnings Opportunities 
b. Raised-to-date figures 
c. Promotion of CYC Events 
d. Resources for families to begin a CYC fundraiser 

 
3. CYC Special Offer – sent Fridays when a new offer is available 

a. Special offers from SCS families with businesses donating a portion to CYC 
 
 

Process for New Fundraising Ideas & Plans 

In the event that someone from the community or the SCS school community has a fundraising idea and brings that idea 
formally or informally to anyone at SCS, such as a faculty member, governing board member, staff member, PTO board 
member, Charter Your Course (CYC) Lead coordinator or SCS Director, that person will promptly connect that person 
with the PTO Fundraising Committee chairperson(s).  

The PTO Fundraising chairperson(s) will spend time with the individual who has the fundraising idea to explore if the 
idea is feasible in its current form, if the individual wishes to take responsibility for the fundraiser as a CYC or as a PTO 
event, if they need a partner and if the idea will require funding from the PTO in the form of seed money. This process 
allows for a single point of contact during this period of exploration of the initial idea and limits the potential confusion 
that can arise when interacting with multiple enthusiastic well-meaning parties who might have conflicting information. 
It will also allow the SCS PTO to deliver a consistent message regarding our preferences regarding fundraisers that are 
connected with the SCS name.  

Once the fundraising idea is better understood, the next steps depend on the scope of the fundraiser itself. A simple CYC 
fundraiser involving a single individual would require connecting that person with a CYC mentor, for example. In terms 
of funding, any request for funding less than $100 will require approval of the SCS PTO Fundraising committee at a 
regularly scheduled meeting; the individual would be expected to complete the attached worksheet and present the 
idea at the meeting. Any request for funding ≥$100 would require SCS PTO Board approval at a regularly scheduled 
meeting; the individual would be expected to complete the attached worksheet and present the idea to the board. In 
some instances, resources for alternatives to PTO funding will be provided to the individual, as PTO funding is limited. 

 
See chart below: Proposed Mechanism for Evaluating New Fundraising Ideas 

mailto:pto@sonomacharterschool.org�
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Individual requests seed 
money <$100 will 
require approval of the 
PTO Fundraising 
Committee. Completion 
of Fundraising 
Worksheet and 
presentation at 
Fundraising Committee 

Individual requests seed 

money ≥ $100: All 
requests for seed 

money ≥ $100 will 
require approval of the 
PTO Board. Completion 
of Fundraising 
Worksheet and 
presentation at PTO 
meeting is required. 
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New Ideas (non-fundraising) 

New ideas are always floating around and help make the school great! If an idea would be best served by 
involvement of the PTO, it should be brought to the heads of the appropriate committee to consider whether it 
is something they can take on or support. Because we are all volunteers, not all good ideas can be carried 
forward in a given year by the PTO… the more that the person with the idea can volunteer resources, time & 
leadership to carry forward the idea, the more likely it can happen. Sometimes good ideas need to be balanced 
with other priorities for time & events as well. If you have a good idea and do not feel like it was given enough 
consideration by the committee you have brought the idea to, you should then appeal to the PTO Vice 
President or President to discuss. 
 

 
Charter Your Course Volunteer FAQs  

If a volunteer participates in a CYC Earning Opportunity, how does this help the family’s CYC Pledge? 

Several CYC Earnings Opportunities are being organized to help families meet their CYC pledge. If you 
participate in a CYC Earnings Opportunity, you and all other volunteers who participated in this opportunity 
share the profits of that fundraiser towards your CYC donation. For example, volunteers who work at the 
CharterBlend Coffee Cart get the amount raised the day they worked contributed in their name as a CYC 
donation.   

 

Can a CYC donation be made by an individual outside SCS, in the name of a particular student or family? 

 Yes. A check can be made to “Sonoma Charter School Fundraising” from anyone outside the school towards a 
family’s CYC pledge. The check should state CYC and the name of the student or family in the memo line. 

 

If an SCS family wants to donate in the name of another SCS family for their CYC pledge, can that be done? 

Yes. Same as above, any SCS family can donate towards another SCS family’s CYC pledge by stating CYC and 
the name of the student or family in the memo line. 
 

How do I share information about a CYC fundraiser or event? 

First, make sure that the CYC team & PTO know about the event (cyc@sonomacharterschool.org and 
pto@sonomacharterschool.org). Depending on the nature of the event, items can be shared via Weekly Email, 
Wed. Folder flyer, in the Update Newsletter, PR to the Index Tribune Education column, to your child’s 
classroom, at PTO meetings, and the SCS Facebook site. See the communications section for more detail. 
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PTO Expenses 
 

Below, please see the PTO budget for 2011-2012 approved at the November PTO meeting. 

Approval for expenses. Any expense not approved in the budget would require approval from the PTO board. 

Reimbursement for expenses. For reimbursement of expenses, provide a copy of the receipt and explanation of the 
expense to PTO Treasurer Nona Gamble either in the PTO inbox in the office, or digitally by emailing 
nonaandbill@sbcglobal.net.  
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