Silver Creek Elementary PTO

BYLAWS

I. NAME:
The name of the organization shall be the Silver Creek Elementary Parent Teacher Organization. 

II. MISSION STATEMENT:
The Silver Creek Parent Teacher Organization is an active group of parents and teachers dedicated to the needs of the students and staff of Silver Creek Elementary. Our aim is to promote a sense of community, foster a climate of respect, encourage cooperation, and reinforce an understanding of everyone’s obligation.

III. GOALS:

The goals of this organization are:

A. to encourage cooperation and facilitate communication between the parents and staff of Silver Creek Elementary.

B. to foster an environment in which every student can thrive and fulfill their academic potential. 

C. to enhance the educational experience for all students by providing additional funding and/or resources where needed.
IV. MEMBERSHIP
Membership of the Silver Creek Elementary PTO is available to all parents, guardians, community members and staff of the Silver Creek Elementary School.  Members shall have the right to attend and participate in all meetings and activities of the organization.  Any member shall have the privilege of making motions and serving on committees. 

V. MEETINGS

A. Regular Meetings. At least four (4) General Membership Meetings of the organization shall be held during each school year.  The time and place of the meetings shall be announced at least seven (7) days prior to the meeting.  

B. Special Meetings.  Additional meetings of the organization may be called, either by vote of the Leadership Team or by five (5) general members.  The time and place of all Special Meetings shall be announced at least seven (7) days prior to the meeting.  

C. Quorum.  Those persons present at a properly called General Membership or Special Meeting shall be designated as a quorum and shall be entitled to take action on behalf of the organization.  

D. Voting.  A simple majority vote of the members present at any meeting shall be required for all action to be taken by the organization.  

E. Business. Any business conducted at a meeting shall follow Roberts Rule of Order. 

VI. LEADERSHIP TEAM
A. Positions.  The Leadership Team shall consist of a President or CO-Presidents, Vice Presidents , Secretary, Treasurer, Teacher Liaison Coordinator, Volunteer Coordinator, Fundraising Coordinator, Program Coordinator and Crossing Guard Coordinator.  

B. Election of the Leadership Team. 
1. Elections. Election of the Leadership Team shall take place at the May General Membership meeting.  All members of the organization may participate in the election.
2. Nominations. Nominations will be taken during the March PTO meeting and can also be submitted to the leadership team prior to the May meeting. 
 In order to be nominated and elected for the position of President, it is highly encouraged for the  individual to have served on the PTO Leadership Team for at least one year.  In the case of Co-Presidents, it is highly recommended that at least one of the individuals running for the position of Co-President have served on the PTO Leadership Team for at least one year.

3. Term of Office. The term of each officer shall be one year, beginning on June 1st and ending on May 31st of each year.  No officer shall serve more than two (2) consecutive terms in the same office.
4. Selection. A majority of the votes cast by the members present shall be necessary for election.  

5. Vacancies. Any vacancy in on the Leadership Team shall be filled either by the Leadership Team or a member of the general membership for the unexpired portion of the term. 

6. Removal. If any member of the leadership team shall at any time cease to meet the qualifications or fulfill the duties of the position, that person may be removed from the leadership team with a 75% majority vote by the leadership team.
C. LEADERSHIP TEAM SHALL: 
1. transact necessary business during the intervals between the meetings of the membership and such other business as may be referred to it by the membership or these Bylaws. 
2. authorize the payment of routine organizational bills within the limits of the budget adopted by the organization and may authorize the payment of other bills not to exceed two hundred dollars ($200.)  Such action shall be reported at the next PTO meeting and must be recorded in the organization minutes.  
3. meet at least once a month during the school year.  Special meetings of the Leadership Team may be called by any member.  
4. conduct a review of the previous year’s financial records to ensure accuracy and compliance with stated policies. Such review will be conducted in conjunction with key members of the outgoing leadership team and must be completed within one month of the transition to the new leadership team. 
D. LEADERSHIP TEAM ROLES. 

1. The President or Co-Presidents Shall:
a. schedule, attend and moderate Leadership Team meetings and PTO meetings.  
b. plan and implement an agenda for all meetings. 
c. coordinate the work of the Leadership Team and committees. 
d. direct correspondence received by the PTO.
e. oversee all PTO communications.
f. coordinate a year-end meeting to hand over duties and books to the incoming Leadership Team. 
g. take an active role in the budget process. 
h. in the case of co-presidents, they cast only one vote between the two of them.
i. be an ex-officio member of all committees of the organization. 
2. The Vice Presidents Shall:
a. attend Leadership Team and PTO meetings. 
b. preside at any meeting the President in unable to attend. 
c. assume the duties of the President in the event of his/her resignation. 
d. maintain a record of the number of people in attendace at the General PTO Meetings. 
e. assist in committees needing help.
f. carry out the duties of the Treasurer in his/her absence. 
3. The Secretary shall:
a. attend the Leadership Team and PTO meetings. 
b. keep and maintain an accurate record of the proceedings for all meetings. 
c. provide minutes for approval at each meeting. 
d. record all expenditures in the minutes. 
e. provide current information for the school newsletter. 
f. provide any correspondence needed by the organization.
4. The Treasurer shall:
a. attend Leadership Team and PTO meetings. 
b. coordinate and help develop the annual PTO budget. 
c. maintain accurate and up-to-date records of all receipts and disbursements in coordination with the SCE Office Manager.
d. present a Treasurer’s report at every general meeting of the organization.
e. coordinate the efforts of the review of the financial records at the end of their term.  
f. verify the PTO has adequate funds in the account prior to signing check requests.
g. coordinate and manage grant process.
5. The Fundraising Coordinator shall:
a. attend Leadership Team and PTO meetings. 
b. coordinate the efforts of the fundraising committee(s) for all fundraising events. 
6. The Volunteer Coordinator shall:
a. attend Leadership Team and PTO meetings.
b. coordinate the efforts of the volunteers for the organization
7. The Program Coordinator shall:
a. attend Leadership Team and PTO meetings.
b. coordinate the efforts of the program committee(s) for all programs held during the year. 
8. The Teacher Liaison shall:
a. attend Leadership Team and PTO meetings.
b. organize any teacher appreciation functions and is the liaison to the teachers.  
9. The Crossing Guard Coordinator shall:
a. attend Leadership Team and PTO meetings.

b. organize the efforts of the crossing guard volunteers for the organization.

VII. FINANCIAL PROCEDURES
A. BUDGET

The Leadership Team shall present to the membership at the last regular meeting of the year a budget of anticipated revenue and expenses for the following year.  This budget shall be used to guide the activities of the Leadership Team during the year.  Any money over $2,000 at the end of the year must be earmarked for a special purpose.
B. FINANCES

1.  All reimbursements require the signature of 

a. the Treasurer, and 
b. one Co-President or the Vice-President. 
2.  Receipts and a reimbursement form are required for all expenditures. 

3.  All monies are to remain on school property until they are deposited. 

4.  A minimum of two people will be present when monies are being counted. 

5.  All deposits and/or disbursements shall be made within a maximum of seven days from the receipt of the funds and/or reimbursement request. 

6.  Treasurer must verify adequate funds for given check request and will verify 

confirm check request is within budgeted amount for particular line item.

VIII. AMMENDMENTS
These bylaws may be amended at any regular general membership meeting of the by a two-thirds (2/3) vote of members present. 

IX. DISSOLUTION
In the event this organization is dissolved, a dissolution committee will be formed to decide how to disburse the funds and assets of the organization.  Disbursement of funds and assets must be approved by a majority of members present at the dissolution meeting. 
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