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Standing Rules and Procedures 

Liberty High School PTSA 

 

I. Annual Meetings and Reports 

A. The President shall appoint a committee at the May executive board meeting to approve the 
minutes of the last board meeting.  

B. The President shall appoint a committee at the last membership meeting to approve the minutes 

of that general meeting.  

C. Each officer and committee chair will submit his or her plan of work and budget at the first 

executive board meeting.  

D. At the first executive board meeting, the executive board will set dates of the executive board 

meetings and the membership meetings for the year.  

II. Financial  

A. No blank checks will be issued.  

B. The following person's signature shall be on file with the bank for signature on checks issued by 

this PTA. Two signatures shall be required on ALL checks.  

1. President  

2. Treasurer  

3. 2nd Vice President  

C. No officer shall sign a check that is being issued to him/herself.  

D. Immediately following every event, a chair or an officer of the board and one other PTSA 

member in good standing must always count the money, and both should sign the receipt (Cash 

Count Sheet) on the same day verifying the amount collected/counted. At all times, PTSA funds 

should only be deposited into the PTSA account, and at no time should PTSA funds be deposited 

into any other accounts or used for non-PTSA business. All monies should be given to the 

Treasurer as soon as possible, and the Treasurer should sign the receipt as well, and deposit the 

money in the bank within three business days.  

E. There will be no reimbursement for funds spent without a receipt. Any sales tax paid will not be 

reimbursed. 



 
 

 

F. Members seeking to receive reimbursement shall complete a reimbursement form and submit it 

to the Treasurer, with receipt(s) no later than 30 days following the expense or prior to the fiscal 

year end, whichever comes first, with required signatures. No expense can be reimbursed without 

prior membership approval, nor made across fiscal years.  

G. The PTSA must give advance notice of a return check policy regarding items sold or money 

collected. Returned checks will be repaid, including any bank fees incurred. The executive board 

has the right to require that money transactions made to the PTSA be made by cash or money 

order by any person who has an outstanding balance with the PTSA or who has written the PTSA 

an uncollected check for insufficient funds.  

H. A list of all items donated to the school will be kept in the recording secretary's book and with 

the treasurer's annual report.  

I. Any items purchased by the PTSA for the school needs approval of the executive board, general 

membership, and the principal. This approval would include the assurance the school will accept 

the gift.  

J. There shall be a sum of no less than $2000.00 left in the budget to start the next year's work.  

K. It is the responsibility of the outgoing board to create a budget that adequately funds the 

following year’s expenses. This budget is to be voted on at the last school year board and 

membership meetings. This budget should be amended as needed at the following September 

membership meeting using individual plans of work. The Treasurer and/or the budget committee 

shall periodically review and amend the budget as necessary. (Note: Budget, amended budget and 

any new allocations of funds must be approved by vote of the general membership.)  

III. Bonding and Insurance  

A. The following insurance shall be purchased annually by this PTSA:  

1. general liability insurance, 

2. fidelity bond insurance;  

3. property insurance (if applicable) and  

4. officers' liability insurance.  

B. Obtaining the necessary insurance policies shall be the responsibility of the Treasurer. The 

purchase shall be made at least 30 days prior to expiration of the current insurance so no lapse in 

coverage occurs.  

IV. Expenditures  

A. The local unit shall, in accordance with the other Frisco PTAs, will allocate seed money to assist 

with the establishment of new PTAs within the district.  

B. Liberty PTSA will pay for its current Texas Life Membership Honoree(s) to attend the Frisco 

PTA Council Texas Life Membership Banquet. If funds allow, Liberty PTSA can pay for up to 1 

guest per honoree to attend the Frisco ISD Council Texas Life Membership Banquet, subject to 

approval by the LHS PTSA executive board. Liberty PTSA can pay for the Principal to attend the 



 
 

 

Frisco ISD Council Texas Life Membership Banquet, subject to approval by the LHS PTSA 

executive board. 

V. Condolences and Memorials  

A. Condolences expressed by this Local PTA shall be in the form of sympathy cards.  

VI. Training  

A. All officers and committee chairs are required to attend the Texas PTA Leadership Training 

Course and the Liberty PTSA will pay for the registration. A copy of the Certificate of 

Completion shall be kept on file by the Secretary for all members trained.  

B. At any time when the PTSA is paying registration or other expenses pertaining to seminars or 

workshops, it is left to the President's discretion to change any workshop assignments to better 

utilize available resources.  

C. The Liberty High School PTSA reserves the right to charge members the cost of the training if 

they “no-show” for a scheduled training for which a refund cannot be obtained or for members 

who leave their PTSA leadership position during the school year of their training. However, if 

given enough notice, the PTSA Board will try to elect a new attendee.  

D. The newly elected President and Treasurer (if serving first term in each position) will be required 

to attend LAUNCH  (the Texas PTA Summer Seminar and Annual Meeting).  

E. The Liberty High School PTSA shall pay expenses of members to LAUNCH in the following 

order, as funds allow:  

1. President  

2. Treasurer  

3. First Vice-President  

4. Second Vice-President  

5. Third Vice-President 

6. Fourth Vice-President  

7. Any other elected or appointed Executive Board member  

8. Any PTSA member  

F. The expenses listed below shall be paid for LAUNCH as funds allow. Receipts are required for 

all expenses, and an itemized expense report will be filed with the treasurer (including receipts) 

immediately upon return.  

1. Registration fees  

2. Room fees (must book at least double occupancy to control cost)  

3. Travel expenses (gas mileage at the rate Texas PTA reimburses – carpooling when possible; 

airfare will not be a covered expense unless advanced fares are secured and previously and 

specifically approved by the Executive Board.)  

4. Meals (actual cost, receipts required, maximum of $30 per person per day, excluding alcohol 

and tax)  

5. Parking fees (do not include valet if there is another option)  

VII. Officers and Committee Chairs  



 
 

 

A. The Elected Officers and Committee Chairs shall:  

1. Include his/her plan of work and annual report, as well as information on duties, vendors, 

etc., in his/her procedure book to be given to his/her successor. This must be completed 

within 15 days of the last board meeting. If no successor has been found, they shall be turned 

in to the incoming secretary by this date. 

2. Plan their functions and present their recommendations to the board in a "Plan of Work" 

including plans for budgeted income and expenses.  

3. All board members and chairs must work within their specific budgets. Any anticipated 

budget overspending must be approved by the general membership prior to funds being spent 

and reimbursed.  

4. See that both the PTSA President and the school Principal approve all information going 

home with students.  

5. Call or contact each individual who volunteers for their committee throughout the year for 

the purpose of involving parents in school and PTSA activities and encouraging their support.  

6. Coordinate volunteers as needed to successfully complete their planned activities.  

7. All special committee chairs shall report to PTSA Board/General Meetings.  

8. Perform all functions as assigned by the President.  

9. Attend at least one of the following: LAUNCH or Frisco ISD Council roundtable; and 

include any notes/handouts in the procedure book.  

B. The President shall:  

1. Oversee all functions and programs of the Liberty High School PTSA. 

2. Assign to PTSA members any duties necessary to run the Liberty High School PTSA.  

3. Check with the Principal before proceeding with any activity or project.  

4. Be available to all members of the PTSA.  

5. Have material to be sent home approved by the Principal.  

  

6. Attend LAUNCH   

C. The 1st Vice President – Programs/Aide to the President shall:  

1. Be prepared to fill in for the President whenever needed.  

2. Be prepared to assume the position of President should the elected President be unable to 

serve to the completion of his/her term in office, until a new President can be elected by the 

board.  

3. Research programs available and programs that parents, students and teachers want. Present 

ideas to the board.  

4. Plan and carry out programs for each general meeting as well as those scheduled outside of 

meetings.  

5. Perform all functions as assigned by the President  

D. The 2nd Vice President – Ways and Means shall:  

1. Oversee all fundraising efforts.  

2. Serve on the Budget-Finance Committee  

3. Provide a report on each fundraising event at each meeting of the executive board and to the 

general membership.  



 
 

 

4. Perform all functions as assigned by the President.  

E. The 3rd Vice President - Membership Chair shall:  

1. Oversee the annual membership drive and promote membership benefits.  

2. Recruit at least four (4) committee members representative of all classes and work with the 

committee to recruit parents, students, staff, community and business members.  

3. Collect membership dues and remit with roster to Texas PTA by the required deadlines.  

4. Have available a list of names of the association members at all meetings.  

5. Be responsible for continuous enrollment of new members.  

6. Organize the Texas PTA Honorary Life Membership Award Selection Committee for the 

Liberty PTSA. 

7. Submit initial roster to Texas PTA by in September. 

F. The 4th Vice President – Communication shall:  

1. Publicize meeting dates and times as well as other pertinent PTSA information to the 

membership.  

2. Publicize other PTSA events as needed to the media.  

3. Be responsible for all publicity of the PTSA’s functions including e- announcements, Local 

FISD channel, daily student announcements, articles for the school newsletter, local 

newspaper and any other applicable means of general public promotion.  

4. Communicate with school personnel to ensure PTSA information and events are posted on 

school website and calendar.  

5. Perform all functions as assigned by the President.  

6. Take pictures of PTSA and school events for compiling a yearly scrapbook.  

7. Compile newsletters, flyers, newspaper clippings, etc. pertaining to the students of Liberty 

High School for inclusion in the scrapbook.  

G. The Secretary shall:  

1. Be responsible for passing attendance sheet at Board meetings.  

2. Record, duplicate and distribute minutes to the Board members at/before the next meeting.  

3. Present the minutes from all Executive and PTSA Membership meetings at the next meeting.  

4. Provide and file with permanent record a sign in sheet of all persons attending the general 

meetings.  

5. Report correspondence at Board Meetings.  

6. Collect committee notebooks from the retiring Board who cannot attend the last meeting, in 

order to pass the information on to the new committee chairs.  

7. Perform all functions as assigned by the President.  

8. Track all items that Liberty PTSA donates.  

H. The Treasurer shall:  

1. Count all money collected at the end of each event and provide a signed report.  

2. Be responsible for depositing money in the bank within three business days.  

3. Draft a letter to any party with a check returned for insufficient funds in an attempt to recover 

funds plus any bank charges resulting from the check.  

4. See that the account is reconciled no later than the middle of every July.  



 
 

 

5. Complete, file and pay all Sales Tax due to the state prior to the due date, so that no penalty 

shall be assessed. The outgoing Treasurer should complete the IRS Form 990 for the fiscal 

year which they just served as Treasurer. This form should be completed as soon as possible 

after the close of the fiscal year, and a copy should be included with the books for the 

financial reconciliation. 

6. Perform all functions as assigned by the President.  

7. Track all items that Liberty PTSA donates 

I. The Parliamentarian shall:  

1. Sit near the president and provide assistance on all issues regarding the PTA Bylaws, 

Standing Rules and Robert's Rules of Order.  

2. Serve as chair of the Bylaws committee. Review Bylaws, Standing Rules and procedures and 

make recommendations as needed. Distribute copies of the By-laws and Standing Rules at 

the beginning of each year to all board members.  

3. Perform all functions as assigned by the President.  

J. The Council Delegate shall:  

1. Attend all Frisco Council of PTAs General Meetings.  

2. Report back to Liberty High School PTSA any district-wide announcements and any council 

and legislative issues that pertain to the PTSA's mission.  

VIII. Special Committees  

A. Budget and Finance Committee  

1. The budget and finance committee shall have a least four (4) people, including the newly 

elected president, newly elected treasurer, one member of the board and a representative from 

the school staff.  

2. The committee shall prepare the yearly budget to be presented to the voting body for its 

adoption at the first general meeting using information provided from all executive board 

members and committee chairs in their plans of work.  

B. Nominating Committee  

1. The chair shall contact the members of the committee for suggested meeting dates. The chair 

will decide the time and place when the majority of members can attend. Notice of the 

meeting shall be sent to the members and alternates.  

2. There should be an attempt to have one (1) member of the nominating committee 

representing each of the feeder middle schools and the remaining members of the nominating 

committee should represent Liberty.  

C. Life Membership Award Selection Committee  

1. The Texas PTA Honorary Life Membership Award Selection Committee is organized by the 

Membership Chair in February. The committee is to consist of at least three (3) members 

including the Membership Chair.  

2. Should include parents, staff and students.  



 
 

 

3. Create a nomination form and publicize that nominations will be accepted.  

4. Evaluate all nominations, considering qualifications in accordance with Texas PTA 

guidelines.  

5. Order pins and certificates from Texas PTA.  

6. Recognize recipient(s) at a general meeting.  

7. Provide invitation and complimentary ticket(s) to Frisco ISD Council of PTAs Annual 

Lifetime Membership Banquet to recipient(s).  

8. Provide invitation to executive board and general membership to attend the Frisco ISD 

Council of PTAs Annual Lifetime Membership Banquet.  

D. The Scholarship Committee shall:  

 1. Promote student and parent awareness of any scholarship available through National or 

Texas PTA or through the LHS PTSA.  

 2. Oversee the application and selection process of senior students to receive LHS PTSA 

scholarships per executive board approval.  

 3. Recruit at least three (3) members to serve on this committee  

 4. Coordinate scholarship administration with Frisco Education Foundation for the LHS 

PTSA Scholarship(s).  

 

IX. Standing Committees 

A.  The Arts in Education/Reflections Chair shall:  

1. Oversee participation in PTSA cultural arts projects  

2. Promote student interest and participation in the PTA National Reflections program.  

3. Encourage and coordinate the use of cultural arts at association meetings.  

4. Review all procedures and guidelines of cultural arts competitions at the beginning of the 

school year, or as they are available through Texas PTA. Communicate said procedures and 

guidelines to the local association at least thirty (30) days prior to completion deadline.  

5. Forward all entries by the due dates to the Council PTA for judging.  

6. Assist Frisco ISD Council of PTAs with Reflections program where necessary.  

B. The Environmental/Beautification Chair shall:  

1. Develop programs and projects that will enhance the beauty of the school and community.  

2. Encourage environmental education for students and the general public.  

3. Develop recycling programs or support programs already in place if applicable.  

4. Organize local participation in the Texas PTA Environmental Awareness Contest.  

5. Review all procedures and guidelines of environmental competitions at the beginning of the 

school year, or as they are available through Texas PTA. Communicate said procedures and 

guidelines to the local association at least thirty (30) days prior to completion deadline.  

6. Forward all entries by the due dates to the Council PTA for judging.  

7. Assist Frisco ISD Council of PTAs with Environmental contests where necessary.  

C. The Hospitality Chair shall:  

1. Be responsible for refreshments of PTSA functions, when needed  



 
 

 

2. Coordinate all Liberty High School PTSA staff appreciation luncheons and events  

3. Recognize all established days or weeks, such as birthdays, Teacher Appreciation Week, 

Secretaries Day, etc. when applicable  

D. The Freshman, Sophomore, Junior and Senior Parent Committee Chairs’ shall:  

 1. Be the parent/guardian of a LHS student.  

 2. Coordinate class activities and events.  

 3. Conduct a survey of all students to determine interests for the year’s activities.  

 4. Communicate effectively with all students and their parents.  

 5. All activities must adhere to PTA standards and approved by the PTSA executive board 

and the Principal.  

 6. Ensure that necessary Releases of Liability are obtained when necessary.  

 7. Recruit at least two (2) students and two (2) parents to serve on this committee.  

 8. Raise designated funds to cover the expenses for all activities.  

 9. Ensure all monies collected be deposited with the PTSA treasurer in accordance with PTA 

rules and standards.  

E. The Staff Liaison Committee shall:  

 1. Be comprised of at least two (2) staff members appointed by the Principal.  

 2. Serve as the liaison between the LHS staff and the PTSA.  

 3. Recruit staff volunteers to support PTSA events.  

 4. Recruit staff to serve on PTSA committees as needed.  

 5. Assist Membership Chair to promote staff PTSA membership.  

 6. Communicate PTSA information to all staff members.  

 7. Bring information from all departments to PTSA board meetings.  

 8. Have one vote to represent this committee at the PTSA board meetings.  

F. The Student Representative Committee shall:  

 1. Be appointed by the Principal through an application process.  

 2. Be comprised of at least one student per grade level  

 3. Serve as a liaison between students and the LHS PTSA executive board.  

 4. Assist the Membership Chair to promote student PTSA membership.  

 5. Communicate PTSA information to the student body.  

 6. Bring input from the student body to the PTSA board meetings.  

 7. Recruit student volunteers to support PTSA events.  

 8. Receive community service hours for their PTSA volunteer time.  

 9. Have one vote to represent this committee at the PTSA board meetings.  

G. The Volunteer Chair shall:  

 1. Shall work with the Membership Chair to prepare a database of PTSA volunteers utilizing 

a volunteer form provided to all students, parents and staff members.  

 2. Ensure PTSA Board members have completed FISD volunteer background check by the 

start of the school year.  

 3. Ensure each volunteer has completed FISD volunteer background check prior to 

participation  



 
 

 

 4. Provide list of approved volunteers to committees as indicated by categories marked on 

volunteer form.  

 5. Coordinate volunteers as needed for PTSA activities and for miscellaneous needs from the 

school.  

 6. Maintain record of volunteer hours and submit volunteer hours to Council, District and 

State.  

 7. Retain confidentially of volunteer lists. The PTSA volunteer list is for the sole use of the 

LHS PTSA and under no circumstances should be shared with, or distributed to, other 

organizations, booster clubs, or associations outside of PTSA.  

  

H. The SAGE Chair shall: 

 

1.  Shall support Special and Gifted Education activities on the campus and throughout the 

district, when necessary.  

 

X. Miscellaneous  

A. The Board shall work as a team and present a positive image, remembering to respect its 

members,  Liberty High School’s teachers/staff and students. 

B. Executive board members shall not expect privileges or rights that are not due any other 

parent or taxpayer in the school district.  


