          


            

BYLAWS
of the
North Dearborn Elementary PTO
Article I

Name

The name of this organization shall be North Dearborn Elementary School, Inc (NDES) Parent-Teacher Organization (PTO).

Article II

Mission and Purpose

The Mission of the PTO is to enhance the learning experience of our children and students through engaging in support activities and facilitating communication between parents, teachers, and school administration.

The Purpose of the PTO is to improve the learning environment for the students of NDES by raising funds to purchase instructional materials and provide experiences which expand the potential for learning, assisting teachers so that they may maximize the time they spend with students, and promoting parent involvement through hosting events that build community among families.

Article III

Membership

All parents and/or legal guardians of students who currently attend NDES and all current faculty and staff of NDES shall be eligible for membership in the organization, subject only to compliance with the provisions of these Bylaws. Membership can be established throughout the academic year. The membership year shall coincide with the academic year. Dues shall be introduced by the Board and approved by majority vote at the last General meeting of the school year. These dues must be paid prior to meetings to be considered a member in good standing with voting rights.

Article IV

Officers

The officers of the NDES PTO shall consist of: President, Vice-President, Secretary, Treasurer and Advisor. The term of these offices shall begin May 1st of that year. The terms shall be one (1) year in length.

Officers must have a child or children attending NDES or be on staff at NDES during the current academic year in which they agree to serve. Officers shall be elected from the membership, having no more than two teachers or staff members as officers during the school year.

Officers can be removed from office with or without cause by a two-thirds vote of those present and voting at a General meeting, providing that notice of the intent to recall was declared at the previous general membership meeting.

Duties of the President:
Develops agendas for Board and General Meetings in consultation with Board members.

Presides over Board and General Meetings.

Keeps parents, teachers, principal, and community apprised of PTO activities and acts as liaison between them.

Performs other duties as requested and assigned by the Board.

Casts the deciding vote in case of a tie at Board and General Meetings.

Has authority to sign checks except those disbursed to the President.

Maintains an updated job file.
Serves on audit committee.

Duties of the Vice-President:
Presides over Board and General Meetings in the absence of the President.

Performs other duties as requested and assigned by the President, subject to the approval of the Board.

Acts as a contact person for committees with other Board members.

Has authority to sign checks except those disbursed to the Vice-President.

Maintains an updated job file.

Duties of the Secretary:
Is in charge of all correspondence of the PTO.

Keeps written record and presents minutes of all General meetings.

Keeps written record of other meetings as needed.

Keeps a current list of voting members.

Keeps an updated copy of the PTO Bylaws and Robert’s Rules of Order.

Is responsible for all communication to members.

Ensures that all notices are given in accordance with these Bylaws.

Serves on audit committee.

Maintains an updated job file.

Duties of the Treasurer:
Has custody of all the funds of the PTO.

Keeps records of accounts, bank statements, receipts, budget, invoices, paid receipts, and canceled checks as described in Article VIII.

Makes disbursements as authorized by the Board and in accordance with the budget adopted by the PTO.

Assures that monies are efficiently collected and accounted for during any sale, fundraiser, event or membership drive.

Has authority to sign checks except those disbursed to the Treasurer.

Presents a financial statement at General meetings, Board meetings, and at other times when requested by the Board.

Prepares all necessary tax returns and documentation.

Maintains an updated job file.

Duties of the Advisor:
Acts as a contact person for committees with other Board members.

Is a liaison between the PTO and the PTO membership, school staff and the community.

Serves on audit committee.

Handles PTO publicity or assigns a designee to do so.

Handles the first step in the grievance procedure per Article XI.

Maintains an updated job file.

Article V

Board

The Board shall consist of the officers of the NDES PTO.

Duties of the Board:
Preparation of a fiscal budget, which will be submitted, to the membership for approval at the first scheduled General meeting of the year.

Perform and transact necessary business and routine matters.

Approve routine bills within the limits of the budget.

Appoint the audit committee.

Create standing and special committees as needed to promote the objectives of the organization.

Appoint chairpersons of standing and special committees.

Present reports and recommendations as needed or required to the general membership.

Keep informed of the activities of various committees.

Approve nonbudgetary expenditures per Article VIII.

Article VI

Meetings

There shall be regular membership (General) meetings open to members with a minimum of five (5) per academic year. Board meetings and/or special meetings may be called by the Board. The time and place of General meetings shall be announced at least seven (7) days prior to the meeting. The time, place, and purpose of Special meetings shall be announced at least seventy-two (72) hours prior to the meeting. Meeting notification will be sent through available communication tools; which include the NDES newsletter, home fliers and NDES PTO link on the school website.

Article VII

Elections

Nominations and Elections: Elections for officers will be held in April General meeting of the school year. Nominations will be accepted in March General meeting. Each person nominated must accept the nomination by the election meeting. All offices that have 2 or more candidates on the slate by the beginning of the election meeting will be closed. Nominations will be accepted at the election meeting for any offices that have 1 or fewer candidates. Each person nominated then must accept the nomination at that time.

Vacancy of President: If there is a vacancy in the office of President, the Vice-President shall become President. If the Vice-President is unwilling or unable to assume the position of President, a new President will be elected at the next regularly scheduled General meeting.

Vacancy of Other Offices: If there is a vacancy in any office other than that of President, the vacancy will be filled through an election at the next regularly scheduled General meeting. Nominations will be taken from the floor at that meeting.

Article VIII

Financial Guidelines

Budget: A tentative budget shall be presented by the Board at the first General meeting of the year and approved by the majority vote of those present. Any substantial deviation from the budget must be approved in advance by the membership.

Signatures: Two authorized signatures shall be required on every check issued by the organization. All other commercial paperwork including contracts, drafts, and other orders for payment on behalf of the organization shall also require two authorized signatures. Authorized signers shall be the President, Vice-President, and Treasurer.

Obligations: The Executive Board may authorize any officer, officers, committee chairperson or fundraiser chairperson to negotiate a contract or agreement for purchase of materials or services on behalf of the organization. Final authorization of any agreement or contract must be approved by the Board.
Bank Account: The Treasurer will deposit all PTO funds in a federal or state chartered bank account or credit union approved by the Executive Board and the account will be carried under the name, "North Dearborn Elementary School PTO". The account must require at least two signatures for withdrawal. An officer who is not an authorized signer on the account must review, sign, and date each bank statement.

Approval of Expenditures: The President can approve expenditures for up to and including $200; however, an authorization of this kind can not exceed $200 for any given purpose or function within a month. Any expenditure over $200 must be approved at a Board meeting and this expenditure will be made public at the first available General meeting.

Inspection of Accounts: All financial information shall be open to inspection by any member at reasonable times by appointment.

Audit: The general end-of-year financial audit shall take place no more than ten (10) business days after the New Officers are elected in April. The Board shall announce the appointment of the audit committee consisting of no more than six (6) people in the April General meeting. The committee shall consist of the PTO Secretary, the PTO Advisor, and must include two (2) PTO at-large members, consisting of one (1) teacher and one (1) parent. The audit committee must also include the newly elected PTO President and Treasurer. If the newly elected PTO President or Treasurer are returning incumbents, the Executive Board shall assign no more than one (1) parent and /or teacher from the at-large PTO membership, if deemed necessary to complete the audit committee. The audit committee shall present a written report at the first General meeting of the school year following their audit. In addition, a professional independent audit may be called for by a vote of the membership or the Executive Board, at the direct expense of the PTO, at any time.
Additional Audit: A general financial audit shall take place any time a vote is taken on it. The Treasurer has no more than ten (10) business days after the vote is approved. All paperwork must be turned over at this time. The Board shall announce the appointment of the audit committee consisting of no more than six (6) people in General meeting. 

Minimum Balance: The Board shall insure that a minimum of $1000 be carried over for the new fiscal year. Not Counting Carnival Money for that year. 
Dissolution: Upon dissolution of the organization, after all outstanding obligations are met, distribution of all remaining assets, both monetary and physical, shall be determined by members present at a special PTO meeting.

Fiscal Year: The fiscal year for the NDES PTO shall begin 5/1 and end on the following 4/30.
Files for PTO: All files or copies related to the NDES PTO must be kept in the PTO office. This insures that if any one has questions any Officers have access to the files.  

Check Reimbursement: All check will be cut no longer that 14 business day after received.  

Article IX

Policies

All meetings shall be governed by "Robert’s Rules of Order" so long as those rules are not in conflict with these Bylaws.

All motions calling for a vote (except for dissolution of the PTO and Bylaw amendments) shall be passed with a simple majority vote (50% plus 1). Only PTO members present at the time of the vote may vote.

The PTO President shall not vote unless there is a tie.
In the event that dissolution of this organization is deemed necessary, the Board shall adopt a resolution recommending so, and give written notice to all dues-paying members at least thirty (30) days in advance of the General meeting at which the resolution will be voted upon. Only PTO members present at the time of the vote may vote. Approval of dissolution shall require at least a 2/3 vote of the members.

Any Board member shall immediately make known any relationship with a business or group that could influence his or her opinion or vote on an issue, and, if necessary, abstain from voting to avoid a conflict of interest.

Article X

Committees

Standing committees are those whose functions continue throughout the school year (e.g. Book Days, Market Day, Carnival, Recycle Coordinator, etc.). The Board shall create such standing committees as needed to promote the objectives of the organization. Chairpersons shall be appointed by the Board and they, in turn shall select their committee members. All standing committee chairpersons shall be responsible to the Board.

Each standing committee chairperson, or chairperson designee, shall represent their standing committee at General meetings if requested, in advance, by the Board. Failure to execute a committee’s obligations shall constitute resignation of the said chairpersons, with the approval of the Board.

Special committees are those whose function is of a short duration. The Board shall create such special committees as needed to promote the objectives of the organization. Chairpersons shall be appointed by the Board and they, in turn shall select their committee members. All special committee chairpersons shall be responsible to the Board.

Each special committee chairperson, or chairperson designee, shall represent their standing committee at General meetings if requested, in advance, by the Board. Failure to execute a committee’s obligations shall constitute resignation of the said chairpersons, with the approval of the Board.

The President or the President designee shall serve as ex-officio member of all committees.

Article XI

Grievances

Any grievance with the policies or actions of the PTO members, Board, committee chairs, or general PTO business shall be recognized, considered and discussed either by written notification to the PTO Advisor or Advisor designee, or by appropriate and civil verbal communication during a General meeting.

The PTO shall abstain from encroaching on any administration function of the school and shall refuse to consider any grievance pertaining to any faculty or staff member, or educational programs that are established, coordinated and financed by the NDES School Board and administration. This type of grievance should be directed through the proper channels of communication as established by the Sunman-Dearborn Community School Corporation Board.

All written grievances initially shall be resolved on an individual basis between all those involved. If a grievance is made during a General meeting, the President or serving chairperson shall recognize the member with the grievance. Each member’s right to the floor, including persons yielded to, shall not exceed a reasonable time limit. However, during a General meeting, if grievance resolution cannot be achieved, then the membership must either:

Vote on the issue.

Vote to table the issue.

Vote to send the issue to the Executive Board for further review.
Article XII

Bylaw Amendments

These Bylaws may be amended by submitting the amendment in writing to the Board at least two (2) weeks in advance of the next General meeting. One (1) week prior to the General meeting, the proposed amendment shall be issued to the PTO membership. The new amendment will be presented at the General meeting and must have a 2/3 vote of members present at the time of the vote to be approved. A revised copy of the Bylaws shall be published by the next General meeting.

Adopted: Thursday, May 5, 2008   (has a total of 7 pages)
Expire in May 5, 2010
