Harpursville Parent/Teacher Organization

By-Laws

Name:

The name of this organization shall be the Harpursville Parent/Teacher Organization (PTO)
Purpose:

The purpose of this organization shall be to promote activities and programs, which can contribute to, or be supportive of, family values, community awareness, and a better education for our children.  We shall develop between educators and parents a mutual respect to better all aspects of child development and education.  This shall be achieved by active participation on committees, PTO-sponsored events, and school programs by all interested parents and educators.

Grade Levels
The Harpursville PTO’s primary focus is Pre-K through 6th grade but not limited to such.  The Harpursville PTO will offer scholarships to graduating seniors when funds allow.  The PTO is open to all special requests regardless of grade level.

Membership

Membership in the Harpursville PTO will be open to anyone with a positive interest in the children of our school and their education experience.  This may include parents, grandparents, teachers, support staff, and/or any adult with a genuine interest in Harpursville School.  There are no dues collected or membership fees.

Meetings

PTO meetings shall be held on the second Wednesday of each month at 5:30pm in the elementary teachers lounge unless otherwise posted.  In the case of school cancellation due to inclement weather or school function the monthly meeting will be postponed.  The acting secretary will notify members of the new date and time immediately.  Meetings will be held September through June with July and August meetings being scheduled if deemed necessary.

Officers and Their Responsibilities:

The officers of this organization shall be the following:  President, Vice President, Secretary, and Treasurer.  All officer positions are a one-year term with yearly nominations and voting to determine each position.  There is no term limit on any position.
President

Shall chair all meetings and prepare each meeting agenda. Shall be responsible for monitoring activities of other officers and committees ensuring that delegated assignments and responsibilities are being met. If a vacancy occurs in this position, the Vice President shall assume the duties immediately. A new Vice President shall then be appointed with the approval of the other officers.
Vice President

Shall, in the absence of the President, chair the meetings.    The Vice President will also be responsible for committee folders and their maintenance.  The Vice President will also assume the responsibilities of any vacant officer position that occurs during the course of a year already in progress.
Secretary

Shall be responsible for the accurate recording of all minutes. Minutes should be completed, distributed and received at least one week prior to the next scheduled meeting.  The Secretary shall also be responsible for keeping an attendance log and have a sign-in sheet available at the start of each monthly meeting.  This is to ensure voting privileges. The Secretary will take care of all correspondence necessary for the conducting of business for the organization. 
Treasurer

Shall be responsible for the accurate keeping of all financial records for the organization.  This shall include the preparation of a monthly Treasurers Report.  This report is to include deposits and withdrawals made since the last meeting.  The account balances on said accounts will be read at each meeting and a report given to the President to keep on file.  These figures will not be included on any written report for wide distribution. The Treasurer is responsible for maintaining a checking account in the name of the Harpursville Parent/Teacher Organization for prompt payment of PTO expenses, a savings account in the same name, and any investment funds such as CD’s or bonds purchased for scholarships.  The Treasurer should maintain these records such as they can be subject to an audit at any time without notice.  
Committees:     Committees are formed for the following standing events:

· Box Tops for Education / Campbell’s Soup Labels

· Community Cares Program

· Family Movie Nights

· Homecoming

· Jelly Bean Contest

· Odyssey of the Mind

· PARP

· Penny Drive

· Santa’s Workshop

· Scholarships / Enjoy the City Book Sales

· Spirit Wear Sales

· Table Raffle

· Teacher Appreciation Week






· Teacher Mini Grants

Other committees may be formed for new events and activities sponsored by PTO as necessary.  The President and/or Vice President will be responsible for making sure all events have committees in place for the upcoming school year.  As stated in Article 9; the committees are to be in place in prior to September each year.

Nominations and Elections:

Nomination of officers shall be made at the April meeting and voted upon at the May meeting.  An opportunity shall be given for nominations from the floor.  Voting will be done by secret ballot unless only one nominee is offered.  In this case, a single vote may be cast by the Secretary as long as no opposition to the slate is shown.  Nominations are considered closed in April with no write-ins allowed.  If there are no nominations for the position, the President shall be responsible for appointing someone to that position. All officers shall assume their official duties at the end of the school year unless the nomination and election of officers is carried past the end of the school year due to unforeseen circumstances or as the President deems necessary.  In that event, officers shall assume their official duties immediately upon election.
Articles:

Article 1: 


Expenditure of funds of any amount will require the approval of the majority of all present at the next scheduled PTO meeting.

Article 2:

At the end of the school year a minimum of $600 shall remain in the PTO accounts to cover Fall start-up expenses.

Article 3:

A written agenda shall be followed at each meeting.  The agenda is to consist of an opening, introduction of any new persons attending, reading of old minutes, Treasurer’s report, old business, new business, and closing of the meeting.  To be added to the agenda to propose new business any officer must be contacted at least one week prior to that month’s meeting.

Article 4:

The President reserves the right to terminate any discussion not pertinent to the item being reviewed on the agenda at that time and address any inappropriate behavior up to and including dismissal from the meeting. Other discussion may be brought up under new business when it is opened to the floor.

Article 5:

By-Laws shall be available at all scheduled PTO meetings.  Copies shall be in the possession of all officers with the original going to the Secretary.

Article 6:

At least once a year the by-laws shall be reviewed and amended as necessary, subject to the approval of the majority of the general membership present at the next scheduled meeting.

Article 7:

All Harpursville PTO fund-raising money shall be counted at any event by at least two fund-raising volunteers (committee members).  Said funds shall be delivered to an officer within 1 week of collection and deposited in the PTO account prior to the next scheduled meeting.  A financial statement will be signed at the beginning of the event verifying the starting amount of money.  This same financial statement will also be signed at the end of the event verifying the final amount of money.

Article 8:

Harpursville PTO bank accounts and financial records shall be audited every 3 to 5 years by an impartial party with the Treasurer and another officer present.  This audit shall be completed before the new officers assume their official duties.

Article 9:

Committees for PTO-sponsored events and activities shall be formed prior to September of each year.  These committees shall be responsible for giving pre-reports leading up to the event scheduled as well as a final report at the monthly meeting following the event.  If the committee has more than one person, there shall be a committee Chairperson appointed.  This will be the contact person for that event or program.  The committees will be responsible for organizing their program or event.  Committees such as these shall meet independently from the monthly PTO meeting, if necessary.  Folders for each program or event will be obtained from the Vice President and updated throughout the event and returned to the Vice President.

Article 10:

If a program or event is a fund-raiser for the PTO it will be the committee’s responsibility to determine what the money is being raised for.  The money raised from each event must be for a school-related item, activity, or for PTO operating expenses.  This will be brought up for consideration and voted upon at the next scheduled PTO meeting.

Article 11:

A voting procedure will be followed in accordance with the meeting agenda.  An item or idea will be proposed at a monthly PTO meeting during the New Business portion of the meeting.  Supporting documents and information shall be provided to help consider its merit when put to vote at the next monthly meeting.  For a member to have voting privileges he or she must be an active member, attend meetings regularly, or participate on a committee, etc.  The Secretary will indicate in the minute’s items that are up for vote at the next meeting. The vote will be agreed upon only if the majority of the general membership present is in favor. 
Article 12:

If a voting member is unable to attend a meeting at which voting will take place, he/she may vote by absentee ballot in writing or e-mail only.  

Article 13:
The criteria for an “active member” shall be determined as one who has attended 4 or more during a rolling 1-year period or actively participated on a committee for more than one course of its schedule.  No voting privileges will be granted to anyone with less than 4-months of service (with the exception of Teacher Mini Grants – which will be 2 months of service).   

Article 14:
Only an active member can hold a Chairperson position unless a unanimous vote decides otherwise.  Under these circumstances the PTO requires officer supervision and involvement.  
New members should sign and date this page to indicate that they received and understand the bylaws outlined.  The Secretary will keep this on file for PTO records.  All questions or concerns should be addressed with a PTO officer prior to signing.
Member Name: ___________________________Signature:_____________________________

Date: _____________________

Officer Name: ___________________________ Signature: _____________________________

Date: _____________________

Revised July 2010
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