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 The Bennett-Hemenway PTO  

PTO Communication Guidelines 
 
One of the objectives of the Ben-Hem PTO is to consolidate communication so that everything parents receive in print 

can also be viewed on the website and is mentioned in the Bobcat Bulletin and newsletter.  In addition, we would like to 

reduce the amount of flyers being sent home with students. 

Below are the different channels available for communicating with parents.  Be aware of the deadlines for submitting 

content as you plan for an event. 

Bobcat Bulletin 

The “Bobcat Bulletin” is the weekly PTO email that is sent to all parents who have signed up for the PTO mailing list.  You 

can request to have content added to the update section (at the very top) in addition to having items added to the Get 

Involved, Volunteer, and Give sections (at the bottom).   

To submit content, go to http://bulletinrequest.benhempto.org.  Content must be submitted by Tuesday in order to 

make it into that week's bulletin (sent each Wednesday). 

On The Prowl 

“On The Prowl” is the monthly in-print newsletter that is sent home with all students.  The newsletter includes feature 

articles, information from teachers and school administrators, updates on PTO events and programs, and spotlights on 

teachers and volunteers.  

To submit content, you can select “Yes” for the “Should this event/message be included on the monthly On The Prowl 

print newsletter?” question on the Bobcat Bulletin Request Form (above), or email ontheprowl@benhempto.org.  

Content must be submitted by the deadline specified below for the desired publish date. 

 September 23, 2013 (Deadline 9/19/2013) 

 October 28, 2013 (Deadline 10/21/2013) 

 November 25, 2013 (Deadline 11/18/2013) 

 December 16, 2013 (Deadline 12/9/2013) 

 January 27, 2014 (Deadline 1/21/2014) 

 February 24, 2014 (Deadline 2/13/2014) 

 March 17, 2014 (Deadline 3/24/2014) 

 April 28, 2014 (Deadline 4/14/2014) 

 May 19, 2014 (Deadline 5/12/2014) 

 June16, 2014 (Deadline 6/9/2014) 
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mailto:ontheprowl@benhempto.org
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Bulletin Board 

This is the physical bulletin board that is in front of the school.  The bulletin board is changed at the start of each month.   

To submit content, you can select “Yes” for the “Should this event/message be included on the monthly Bulletin Board 

in front of the school?” question on the Bobcat Bulletin Request Form (above). 

Content must be submitted by the 21st of each month to be included in the following month's board. 

Lobby Display 

This is the bulletin board space to the left of the front office in the lobby.  The chalk board sections will be kept up to 

date with any events/programs in the PTO Calendar and Sign-Up Genius volunteer opportunity list.  The chalk boards 

can be updated at any time, however that best way to ensure that your event/program is listed is to ensure that it is in 

the calendar.  

Calendar 

The PTO calendar can be found at http://www.benhempto.org/calendar.  All PTO events should be listed in the calendar.  

Please email admin@benhempto.org if you have a new event to add to the calendar. 

Website 

The PTO website can be found at http://www.benhempto.org.  Each event/committee is listed with a general 

description under one of the main categories: Get Involved, Volunteer, and Give.  Upon request, a dedicated web page 

can be created for an event or committee.  Website content can include text, images, attachments, web forms, etc.  The 

website can be updated at any time.  Each committee/event chair can be given access to a page just for their purpose 

and they can make changes as needed.  If they don't want that responsibility, they can just email 

admin@benhempto.org and we will try to make the requested changes within 48 hours. 

Email Group/Email Account 

Email groups can be created for an event or committee.  For example, holidayfair@benhempto.org.  These email 

addresses can be beneficial if you don’t want to give out your personal email address in the Bobcat Bulletin.  Also, if 

multiple people are planning the event/program, you can specify multiple recipients of the email.  To request an email 

group, email admin@benhempto.org. 

Facebook 

The PTO Facebook page can be found at https://www.facebook.com/BenHemPTO.  The Facebook page is a great place 

to share pictures of an event, reminders of events or programs that are coming up, and requests for informal parent 

feedback.  Content can be posted at any time by a PTO board member; however, our rule of thumb is to limit posts to 

one per day. 

  

http://www.benhempto.org/calendar
mailto:admin@benhempto.org
http://www.benhempto.org/
mailto:holidayfair@benhempto.org
mailto:admin@benhempto.org
https://www.facebook.com/BenHemPTO
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Flyers 

To reduce the amount of paper that teachers have to send home with students, we would like to try to limit sending 

home flyers and forms to once a month with the “On The Prowl” newsletter.  Therefore, the content deadlines are the 

same as the “On The Prowl” newsletter.  Committee/event chairs should consult the board to make an exception and do 

a separate mailing.  Teachers have requested that flyers be delivered to their mailboxes at least 2 days prior to the date 

that they need to be sent home with students along with detailed instructions as to what day they need to be send 

home.  The more advance notice, the better.   

Stickers 

Like flyers, we would like to limit the number of times we ask teachers to put reminder stickers on students before they 

leave for the day.  This process takes time, and is sometimes a hassle (especially for the Kindergarten students).  Stickers 

should only be used for an event where tickets do not need to be purchased in advance (for example, Restaurant of the 

Month).  Teachers have requested that stickers be delivered to their mailboxes at least 2 days prior to the date that they 

need to be sent home with students along with detailed instructions as to what day they need to be send home.  The 

more advance notice, the better.   

Volunteer Sign-Up Forms 

The PTO uses Sign-Up Genius to make it easy for parents to see all volunteer opportunities in one place.  Ben-Hem PTO 

volunteer opportunities can be found by going to http://www.signupgenius.com/findasignup and searching for 

“volunteer@benhempto.org”.  If you have a need for volunteers, please email volunteer@benhempto.org.  Someone 

will work with you to determine what type of sign-up form is needed.  We will also look at our database of volunteers 

(those people who filled out the Volunteer Interest form at the start of the year) to see if there are any parents whose 

preferences meet the opportunity. 

 

http://www.signupgenius.com/findasignup
mailto:volunteer@benhempto.org

