Logan Elementary School

Parent Teacher Organization 

By-Laws

ARTICLE I - NAME

The organization shall be named Logan Elementary Parent Teacher Organization (PTO), Topeka, KS; herein referred to as the PTO.

ARTICLE II – MISSION STATEMENT
The objectives of the Logan PTO will be:

· To encourage the involvement of parents and teachers in a cooperative manner for the best interest and education of our children.

· To promote a positive relationship between the school and home.

· To support the growth of our school by sponsoring family activities and fundraising projects, to aid in the purchase of tools/equipment and funding for programs not provided for in the school budget.

ARTICLE III - POLICIES

This organization shall not participate, endorse, or intervene in any political campaign, or be connected with any commercial or partisan interest.

ARTICLE IV – MEMBERSHIP 

Section 1: Membership. Eligibility for membership is open to all parents, legal guardians, involved family members, teachers, and staff members of Logan Elementary School, who are willing to uphold its By-laws. Members shall have the right to attend and participate in all meetings and activities of the organization, have the right to vote on all issues, to elect officers, and to hold office. Each member shall have one vote.  Membership in this organization shall be available without regard to race, color, creed, national origin, religion, gender, sexual orientation, or age.

Section 2: No membership dues shall be collected at any time.

ARTICLE V – FISCAL POLICIES

The following are basic fiscal policies of this organization:
a. The fiscal year of this organization shall begin July 1 and end June 30.

b. The PTO President and one other member of the Executive Board, or another person so appointed by the  

    Executive Board, shall audit the treasurer’s accounts at the end of each term.  The Executive Board may utilize a 

    Certified Public Accountant (CPA) to audit the treasurer’s account at the end of each term.  This will be done and the 

    books balanced before handing them over to the new PTO Executive Board.  
c. The PTO Executive Board shall prepare and submit to the organization, a budget for the year.

d. PTO funds shall be used for projects benefiting all students and teachers as a whole.

e. A minimum of $1,000 shall be maintained in the PTO checking account and $1,000 in the PTO savings account to be 

    carried over to the next fiscal school year.
f. All checks written on the PTO checking account shall require two (2) signatures – the Treasurer and the President.  A 
    third party signer shall be a faculty representative designated by the Executive Board, to be utilized in the event that 
    the Treasurer or President is not available, or a check is being written to the Treasurer or President.
g. Upon a vote to dissolve the PTO, the remaining PTO funds shall first be used to pay any outstanding PTO debt and 
    then either: a vote shall be taken by the PTO Membership to spend remaining funds on an item or items that benefit 
    the students; or the remaining funds be held in escrow by the Principal for use by a future School PTO.  If a PTO is 
    not formed within 24 months, the funds shall revert to the School and be used toward the benefit of the students 
    under the discretion of the Principal.

ARTICLE VI – MEETINGS (Not including Committee Meetings)
Section 1: At least seven regular meetings of this organization shall be held during the school year, August through May, unless otherwise provided by the organization or the Executive Board. Dates of meetings shall be determined by the PTO Executive Board and announced at the first regular meeting of the year. At least seven days notice shall be given about a change of date.  Meetings shall be held at Logan Elementary, unless the Executive Board approves otherwise.

Section 2: No Executive Board meeting or regularly scheduled PTO meeting shall be held unless at least two (2) 
officers are in attendance. 

ARTICLE VII – EXECUTIVE BOARD

Section 1: The Executive Board shall consist of the President, Vice-President, Secretary, Treasurer, School Administrator, and two Faculty Representatives. All members will have one vote with the exception of the President, (except to break a tie), and the School Administrator, who does not have Executive Board voting rights.  Two-thirds (2/3) (aside from the School Administrator and President) of the Executive Board shall constitute a quorum for voting purposes.

Section 2: The Duties of the Executive Board:

1. The Executive Board shall conduct necessary business in preparation for the regular PTO 

    meetings and shall prepare a proposed budget to be voted upon by the PTO membership at the    

    first regular PTO meeting of the fiscal year.

2. To determine what student participating fundraising event the PTO will carry out each school year.  The Fundraising 
    event will be declared to the Principal by May 20th of the current school year to be utilized for the following school 
    year.

3. To create standing in special committees.

4. To approve the plans of work of the standing committees.
ARTICLE VIII – CODE OF CONDUCT

All PTO Officers and Coordinators are expected to conduct themselves with the highest level of professionalism at all school functions, PTO sponsored events, meetings, and when working or communicating with teachers, parents, or other PTO members.  PTO Officers and Coordinators are held to a high standard of conduct.  They are expected to provide a positive representation of the Logan Elementary PTO.

ARTICLE IX - OFFICERS

A. President – The President shall be the principal executive officer of the organization, and subject to the

advice of the Executive Board and the direction of the membership, shall in general supervise and control

all the activities of the organization. The President shall preside, when present, at all meetings of the

membership and of the Executive Board.  The President shall be a member ex officio of all committees and shall appoint committees and committee chairpersons not otherwise provided for.  The President shall cast the deciding vote in the instance of a tie.

B. Vice-President - The Vice-President shall perform the duties of the president in his/her absence. The

Vice-President shall aid and assist the President in his/her duties. If the office of the President is vacated

before the end of his/her elected term, the Vice-President shall assume the full duties of the President.

C. Secretary - The Secretary shall keep the minutes of the proceedings of the Membership and executive

Board meetings. In the event that the President and Vice-President are unable to be present at a meeting,

the Secretary may preside. The Secretary shall ensure that notices of all meetings are duly given as

specified in these Bylaws, ensure that the minutes of all Membership Meetings are publicly accessible, and

perform other duties assigned by the President, Vice-President, Executive Board, or the Membership. 

D. Treasurer – The Treasurer shall receive all monies of the organization, keep accurate record of receipts

and expenditures, and pay out funds only as authorized or approved by the Board.  All money received by the PTO will be deposited promptly in the accounts of the PTO, in a bank selected by the Executive Board.  The Treasurer shall present a statement of account at each Board meeting and general meeting, and make a full report at the last PTO meeting.  The Treasurer shall file all necessary income tax and/or sales tax forms, as deemed appropriate for the organization, when necessary.

An inspection of the Treasurer’s accounts shall be conducted annually within 30 days of the close of the fiscal year by the President and School Administrator, or by a person deem appropriate and appointed by the Executive Board. The fiscal year shall begin July 1 and end June 30.
E. School Administrator – The School Administrator shall be an ex-officio member of the Executive Board. The School Administrator shall not have voting rights.

ARTICLE X - ELECTIONS

Section 1: The four elected officers of this organization shall consist of a President, Vice-President, Secretary, and Treasurer.  The Board members appointed shall consist of, but not be limited to, School Administrator, all PTO Officers, and two (2) Faculty Representatives. 

Section 2: Officers will be elected by ballot annually in the month of April.  However, if there is but one nominee for any office, the nominee shall be elected by a motion, second, and vote of the members present.  If more than one candidate is nominated for an office, that office will be voted for separately.  Voting may be by secret ballot.  Newly elected officers will attend and assist with the May meeting.  Only those persons, elected or appointed, who have signified their consent to serve, and have agreed to and signed the By-Laws, shall be elected to each office.

Section 3: A vacancy occurring in any office shall be filled by a person elected by a majority of the PTO membership at an open election at any regular meeting.  In the case of a vacancy of the President, the Vice-President shall serve the remainder of the term, or until an election can be held to appoint a new President.  In the case of the Vice-President maintaining the position of the President, an election shall be held at any regular meeting to fill the position of the Vice-President.

Section 4: An officer can be removed from office at any time, by a majority vote of the PTO membership. 
Section 5: If an officer is removed from a position, that person is not allowed to run for any position for the duration of the school year.  If an officer resigns from a position, the PTO membership must review their reason for resignation and it must be accepted by a majority vote, prior to their nomination for any position in the same school year. 

ARTICLE XI – COMMITTEES AND COORDINATORS
Section 1: The PTO Executive Board may create such standing committees and appoint such coordinators, as it deems necessary to promote the objectives and to carry on the work of the organization. The term of each coordinator shall be one year.  The President shall be a member ex officio of all standing committees.
Section 2: The coordinator of each standing committee shall present a plan of work to the PTO Executive Board for approval. Prior approval of the committee’s budget expenses is required before funds are expended.

Section 3: Committees and Coordinators shall be organized and assigned annually as necessary.  This may include, but not be limited to:

· Kindergarten Round-Up Committee

· Yearbook Coordinator

· Room Parent Coordinator

· Fundraiser Coordinator

· Carnival Coordinator and Committee

· Staff Appreciation Luncheon Committee
ARTICLE XII – AMENDMENTS

Any changes to the Constitution or By-Laws of the PTO must be proposed by a member of the membership, and must receive a majority of all votes cast at any regular meeting.  All changes shall become effective immediately, as approved by the PTO membership.

I hereby acknowledge that the above By-Laws have been read and acknowledged, and that I agree to fulfill the duties of my position as set out herein, and abide by the Code of Conduct.
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