Highland Yalesville Elementary School 
Parent Teacher Organization Bylaws


Article I:  Name

1. The name of this organization shall be The Highland Yalesville Elementary School Parent Teacher Organization of Wallingford, Connecticut, herein after referred to as the Highland Yalesville PTO (H.Y.E.S. PTO).

Article II:  Objective

1. The members of this organization shall develop between the educators and the PTO members such united efforts as will secure for every child the highest advantages in physical, mental, and social education.

2. This organization shall work to promote the welfare of students in this school.

3. This organization will attempt to bring a closer relationship between the school and the home, so that the teachers and parents may cooperate effectively in the development of the children in their care.

4. The PTO will promote educational and social programs.

5. This organization shall raise the funds necessary to fulfill these objectives.

Article III:  Membership

1. Eligibility:  Membership in this organization is open to all parents, guardians, and teachers associated with Highland and Yalesville Elementary Schools upon payment of dues as defined in the finance section.  Membership is also open to members in the community who have a desire to participate in the PTO by providing services, volunteering their time or financial support to the PTO.  These members can be individuals or businesses.  A PTO member must be 18 years old in order to vote in the May executive board elections.
2. Membership Drive:  This organization shall conduct an annual membership drive at the beginning of the school year but anyone wishing to join may be admitted to the membership at any time upon payment of dues as defined in the finance section. Families would need to be PTO members by December 31st in order to have voting rights in the May executive board elections. 
3. Responsibilities:  Only members of this organization shall be eligible to participate in PTO business meetings and/or serve in any of its elected or appointed positions.
Article IV:  Finances

1. Dues:  The organization dues shall be determined by the Executive Board each year.

2. Cash Flow:  
· The Treasurer shall be responsible for all withdrawals from the PTO accounts, however this will be done only with permission from the President or majority of the Officers.   
· All PTO expenses must be pre-approved through the budget process.

· All disbursements from PTO funds for purchases, payment of bills, and reimbursement to members for PTO expenses will require receipts for the goods and/or services that have been provided, and authorization from the Committee Chair for which the expense was incurred.
· The Treasurer shall be responsible for all deposits to PTO accounts.  If the deposit is pertaining to a specific committee, the Treasurer will provide the Committee Chair with a copy (either electronic or paper) of the deposit receipt.

· Fundraisers:  It is the choice of the PTO to conduct fundraisers.  It is understood that students will not be required to participate.  There shall not be any conflict with the Wallingford Board of Education policies.
3. An internal audit will be completed no less than twice a year as defined in Article X, Section 3.   One of the audits will be conducted within sixty days of the close of the fiscal year.

4. Fiscal Year:  The fiscal year shall be July 1 – June 30.

5. Review of Bank Statements:  Monthly bank statements will be reviewed by the Officers at the Executive Board meetings and compared to the monthly treasurer report(s).
6. PTO Funds:  The PTO shall maintain a bank balance sufficient to support the planned annual activities, the expected start up costs for the first four months of the following school year, and an appropriate financial cushion to allow for unplanned emergencies or large multi-year projects.  The PTO will not maintain an excessively large bank balance that is misaligned with expected short and mid-term spending needs.  In the event that an excessively large balance exists near the close of the fiscal year, the PTO shall pursue spending opportunities that will benefit the school or the community.

Article V:  Officers and Election Procedures 
1. Positions:  The Officers of this organization shall be the President, Vice President, Secretary, Treasurer, Web Master, and Teacher Representative.  Any of these positions may be held by two people providing that it is agreed upon by the PTO members.

2. Eligibility:  All Officers of this organization must be a member of the PTO.

3. Election Procedures:

· Nominations for the following year’s officer positions will be accepted from the period beginning March 1 through a date prior to the April Executive Board meeting.  

· The nomination period and method must be announced in writing to the PTO members at least twice preceding and/or during this period.

· All members who wish to be considered for office must submit their written intention to the Executive Board by the established date.

· The proposed slate of officers will be submitted for approval at the May general meeting.  A vote shall be taken by all attending members at that time to elect new officers for the following school year. 

4. Terms of Office:  The term of office for all positions shall be for one year.  No officer may maintain their position for more than two consecutive years unless voted and approved by the members of the PTO.

5. Starting Dates:  The new officers shall assume their official duties following the close of school in June, or upon appointment by the Executive Board due to vacancy of an elected position.

6. Resignations:  If an officer is unable to fulfill the duties of their office, he/she may resign or may be requested to resign by majority vote of the other officers.  Vacant officer positions will be filled by an Executive Board vote.  The exiting officer shall turn over to the President, without delay, all records, books, and other materials pertaining to that office, and shall return to the Treasurer without delay, all funds pertaining to the office.  In the case where the President or Treasurer have resigned, materials and funds will be turned over to the senior officer position.

Article VI:  Duties of Officers

1. President 

· The President shall preside at all meetings of the organization, as well as at all Executive Board meetings. 

· The President, together with the Executive Board, shall set the calendar and the budget for the upcoming year.

· It shall be the responsibility of the President to delegate assignments to the Officers and to the PTO members.

· The President shall apply for and complete permits for general meetings and other special events, or designate a committee chairperson to do so.

· The approval of all routine bills within the limits of the budget is the responsibility of the President.

2. Vice President

· The Vice President shall act as an aid to the President and shall perform the duties of the President in the absence or inability of that officer to act.

· The Vice President shall be an ex-officio member of all committees, and shall be the primary Executive Board liaison with all committee chairs.  The Vice President may delegate or share this responsibility with other board members as needed.

3. Secretary

· The Secretary shall produce the General and Executive Board meeting agendas based on input from the President and other Executive Board members.

· The Secretary shall record the minutes from the General and Executive Board meetings and shall present them for approval at the next respective meeting. 
· It is the responsibility of the Secretary to print names, addresses, and telephone numbers of all board members and to distribute the lists to each board member.

· The Secretary shall conduct the correspondence of the organization and read incoming correspondence to the members at the General monthly meeting.

· It is the responsibility of the Secretary to coordinate all media notifications as appropriate.

4. Treasurer
· The Treasurer shall have custody of the PTO funds and shall keep an accurate account of all receipts and expenditures and make disbursements as authorized by the President or a member of the Executive Board.

· The Treasurer is required to abide by and enforce all rules concerning cash flow.

· The Treasurer shall distribute an updated financial report at all Executive Board and all General monthly meetings.  A final written updated account shall be presented at the final meeting of the year.

· The Treasurer shall provide all information necessary for the Audit Committee to conduct the required PTO audits. 
5. Web Master

· Web Master is in charge of updating and managing the PTO website.  This will include the renewals of the internet service provider and domain name.  The Web master will put all forms that are sent home on the web site and also send them to the principals of each school to have them add to school web site.  

6. Teacher Representative
· The Teacher Representative will be the primary liaison between the Executive Board and the faculty. 
7. The following responsibilities will be divided between the Officers in a manner which is agreeable to the current Executive Board members.

· Maintain PTO website.
· Monitor PTO mailbox at school.
· Monitor the PTO e-mail box.
· Maintain group e-mail distribution.
· Proofread and approve all written material which will be distributed by the PTO.
· Produce the PTO newsletter.
· Approve and coordinate all requests from the HYES PTO for community donations.
8. The following responsibilities will be shared jointly by the Officers:

· Review and approve/deny by majority vote requests for spending that are not included in the current budget.
· Review monthly bank statements.
· Ensure that the Bylaws are followed.
Article VII:  Executive Board
1. Members:  The Executive Board shall consist of the Officers of this organization and the Principals of these schools.

2. Duties:  All decisions shall be made by majority vote of the Officers.
· The Executive Board shall transact any necessary business in the intervals between the PTO general meetings.

· The Executive Board shall create standing and special committees and assist them in the planning of their responsibilities.

· All work plans and budgets for all committees shall be approved by the Executive Board before such work is started.

· The Executive Board shall prepare a budget of the fiscal year to be approved at the first regular meeting of the General PTO.

· The Executive Board shall be responsible for developing the financial means necessary to implement the programs planned for the fiscal year, and in this capacity will evaluate and determine appropriate fundraising programs.

· The Executive Board shall report to the general membership a summary of PTO activities in the form of a newsletter to be printed and distributed monthly.

· The Executive Board shall be responsible for coordinating all activities required to nominate and elect the next year’s Officers, as defined in Article V. Section III.
3. Meetings

· Regular meetings of the Executive Board shall be held as needed during the school year.  The meeting schedule will be established at the first regular meeting of the Executive Board.

· A simple majority of the Officers shall constitute a quorum.

· Special meetings of the Executive Board may be called by the President or by a majority of the Officers providing that no less than 7 days written notice of such meetings has been given.

· Meetings may be attended by Executive Board members and guests that are approved by Officer majority.

Article VIII:  General Meetings 
1. Monthly Meeting Dates:  The Executive Board at its first meeting shall discuss a tentative meeting schedule for the year.

2. Special Meetings:  Special meetings of the organization may be called for a specifically stated purpose by the President or majority of the Officers providing that no less than 7 days written notice has been given.

3. Quorum Requirements:  No quorum requirements shall be imposed upon meetings of the general membership provided that no less than 7 days notice of such meetings has been given.

4. Attendance:  Meetings may be attended by PTO members and their invited guests.
Article IX:  Committees

1. Standing Committees:  Standing committees shall include Membership, Room Parent, and Audit Committee.
2. Special Committees:  The Executive Board may create special committees as are necessary to promote the objectives and interests of the organization.

3. Chairperson of the Committee:

· Volunteers for the following year’s Committee Chair positions will be solicited by the Executive Board during the months of May and June.  If more than one person volunteers for the same position, the Officers will appoint the Committee Chair or Co-Chairs by majority vote.
· Committee Chairs must be PTO members.

· The term of office for each Committee Chairperson shall expire at the end of each fiscal year, or upon majority vote of the Officers.

4. Committee Chairs shall follow the defined budget and cash flow procedures.

5. Committee Membership:  Committee membership is open to all members of the PTO.  The Committee Chair shall maintain an accurate list of all committee members and volunteers.
6. Meetings:  Committees shall meet at arranged times and places that are mutually agreeable to the members of the committee. 

7. Approval of Work Plan and Budget:  The Chairperson of each committee shall present all committee decisions and plans to the Executive Board and all such committee conclusions shall be the decision of the majority of said committee.   The Committee shall not undertake any work or incur any expense without the approval of the Executive Board.

8. Reports:  The Chairperson shall provide a written or verbal committee report at the General PTO meeting(s) during the time in which the committee is actively conducting business.

Article X:  Standing Committees
1. Membership Committee:  This committee shall conduct activities that encourage membership and volunteerism in the organization.  The committee shall conduct a membership drive at the beginning of each school year to establish a general membership.  The committee will remain active and accept any new members throughout the school year.  The committee chairperson shall provide the Executive Board with a current and accurate roster of all PTO members in good standing.  
2. Audit Committee:  This committee shall conduct a review of the PTO bank statements, check book, and sample of deposit slips, paid bills, committee produced check request/deposit forms, and PTO Treasurer reports no less than twice a year.  The committee will be comprised of at least two non-officer PTO members and will provide a brief written statement of audit completion and findings to the Executive Board upon completion of the audit.

Article XI:  Insurance

The PTO shall purchase a dishonesty bond to protect the organization against potential losses due to embezzlement.  The insurance will be obtained for any Officer with signature authority on the PTO bank account, in an amount that will be no less than $10,000 coverage per Officer.  
Article XIII:  Parliamentary Procedure

Robert’s Rules of Order shall govern this organization in all cases in which their application is not in conflict with these bylaws.

Article XIV:  Amendments
The bylaws may be amended at a regular meeting of the organization by a two thirds vote of the present members providing that written notice of the proposed revisions shall be given fourteen days prior to the meeting at which the revision is voted upon.
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