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Providence Creek Academy

Parent Teacher Organization Bylaws 

Article I – Name
The name of the organization is the Providence Creek Academy Parent Teacher Organization, hereinafter called the organization or the PTO. (PCA-PTO)

Article II – Objectives
a) Promote open communication between the administrators/teachers and parents.

b) Encourage student, parent/guardian, and administrator/teacher participation at school functions.

c) Enhance the educational facilities, increase overall sense of community and provide fun opportunities for the students of Providence Creek Academy not allowed for in the school budget.

d) Promote volunteer resources for Providence Creek Academy.

e) Sponsor programs and events for the benefit of all Providence Creek Academy students.

f) Raise funds as required to provide for the objectives listed above.

Article III – Basic Policies
a) The PTO is organized exclusively for the charitable and educational purposes within the meaning of Section 501(C)(3) of the Internal Revenue Code or corresponding section of any future federal tax code.

b) The organization shall be noncommercial, nonsectarian, and nonpartisan.

c) The name of the organization or the names of any members in their official capacities shall not be used in any connection with a commercial concern or with any partisan interest or for any purpose not appropriately related to the promotion of the objectives of the organization.

d) The PTO shall not seek to direct the administrative activities of the school or control its policies.

e) The organization shall work with the school to provide quality education for all children and shall seek to participate in the decision-making process establishing school policy, recognizing that the legal responsibility to make decisions has been delegated to the School Board of Directors.

f) The PTO may cooperate with outside organizations and agencies concerned with child welfare, but persons representing the PTO in such matters shall make no commitments that bind the PTO, unless authorized by the Executive Board.

g) No part of the net earnings of the organization shall ensure to the benefit of, or be distributable to its members, officers, or other private individuals except when the organization shall be authorized and empowered to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the purposed as set forth in Article II hereof.

h) Notwithstanding any other provision of these articles, organization shall not carry on any other activities not permitted by an organization exempt from federal income tax under Section 501(c)(3) of the Internal Revenue Code or by an organization, contributions to which are deductible under Section 170(c)(2) of the Internal Revenue Code.

Article IV – Membership and Dues
a) Membership is automatic to include all parents/guardians and staff members at Providence Creek Academy.  

b) There will be no annual dues.

c) Each PTO member shall be entitled to one vote on each matter submitted to a vote of the membership, if present at the meeting at which such vote is taken.
Article V – General Membership Meetings
a) General membership meetings shall be held at least three times annually.  The Executive Board shall specify the exact date of such meetings.  Written notice of all meetings shall be issued to the staff of PCA and to students to be delivered to their parents.

b) Special meetings of the membership may be requested by the Executive Board or by not less than 10 general members
c) Members present shall constitute a quorum for the transaction of business in any meeting of the organization.

d) Voting on routine matters may be voice vote and recorded in the minutes.  

e) At least three Board members must be present at all General Membership meetings.

f) The PTO General Membership meetings shall be conducted informally; however, if a matter needs to be brought to a vote, Robert’s Rules of Order shall be followed.

g) All membership meetings are open meetings.  The PTO Board may hold separate session(s) if deemed necessary.

Article VI – Officers and their Election
Section 1  
a) The Executive Officers, will serve a 3 year term, after which they may be elected to an alternate board position. If there are no interested or qualified candidates to replace the Officer after completion of the 3 year term, the current Officer may serve on a year to year bases until a new Officer is elected.
b) When there is an open position, Officers shall be installed annually during the last General Membership meeting of the year.  Members must have “actively” served with the PTO not less than one school year before becoming eligible to run for a PTO Officer position. New/Old positions will be anounce at the end of the year PTO volunteer dinner. 
c) Election of Officers is only necessary when more than one eligible person is interested in the same position. Vote can be by written ballot or voice vote. Results shall be recorded in the minutes. 

d) Only those persons who are present at the election meeting shall be eligible to vote.

e) Only those persons who have read the Bylaws shall be eligible. 

f) Officers shall assume their duties from May 30th of the current year to last day of the next school year. Example assume position May 30, 2015-June 2016.
g) Nominees must submit a letter of interest to be considered for a position at least one month prior to last general meeting. Letter should include profile, why they are interested in a position, and how can they compliment the PTO. 
 Section 2

a) Any Board member may be removed by a majority vote of the Board whenever it is the judgment that the best interest of the PTO would be served by such action.
b) A vacancy in any position for whatever reason shall be filled by the majority vote of the Board for the unexpired portion of the term.

Article VII – Duties of the Officers & Executive Board 
   Section 1  

a) The President’s duties include:
3 year term- unless specified and documented in notes

Time Commitment- around 12-15 hours per month, including attending PTO meetings and special events/projects
1. Preside at all meetings of the PTO. The President must have a copy of the current bylaws at each meeting.

2. Prepare an agenda for each meeting at least one week in advance.

3. Assist in the coordination of all committees and the PTO as a whole.

4. Authorization to spend up $200.00 on any one item or combination of related items without the consent of the Board, as long as the purchase is part of the agreed upon yearly budget.

5. Sign checks

6. Create standing committees and/or special committees, and approve their plans of work.
7. Serve as liason between the PTO and Administration 
b) The Vice President’s duties include:
3 year term - unless specified and documented in notes
Time Commitment- around 8-12 hours per month, including attending PTO meetings and special events/projects
1. Assist the President in their duties as requested/necessary. 
2. Perform the duties of the President in their absence, resignation or inability to serve. 
3. Conduct correspondence as requested by the Executive Board.

4. Authorization to spend up to $200.00 on any one item or combination of related items without the consent of the Executive Board, as long as the purchase is part of the agreed upon yearly budget.
5. Sign checks as needed.
6. Serve as liason between the PTO and Administration 
c) The Treasurer’s duties include:
3 year term- unless specified and documented in notes

Time Commitment 4-6 hours per month, including attending PTO meetings and special events/projects

1. Act as custodian of funds and all banking activites of the PTO.

2. Maintain up-to-date, accurate financial records of the PTO.

3. Receive all funds of the PTO; including, but not limited to, donations, fundraising sales, and contributions.

4. Authorization to spend up to $200.00 on any one item or combination of related items without the consent of the Executive Board, as long as the purchase is part of the agreed upon yearly budget.
5. Provide a written and oral financial report of the receipts and  expenditures at each General Membership and  Board  meeting.

6. Audit all invoices and receipts submitted for payment or  reimbursement to ensure each request is in compliance with PTO  policies. Pay all bills and disburse funds as authorized by the Board. 

7. Complete all financial updates by the close of the Fiscal Year and provide a full year-end report.
8. Sign checks 
d) The Secretary’s duties include:
3 year term- unless specified and documented in notes

Time commitment 10 hours per month, busiest following meetings; additional special events/projects

1. Take minutes at PTO meetings, type and distribute them within 7 days of the meeting (distribute may be in the form of email, printed, or posted to the website upon approval by PTO board), thus keeping a permanent record of all meetings
2. Secretary must have a copy of the current PTO bylaws at each meeting
3. Maintain PTO website.

4. Maintain a database of volunteers 

5. Keep records of volunteer points for parents, teachers, and administration 
6. Create newsletters for distribution school-wide to the PCA general membership with the frequency of not less than two times a year.

Section 2 
a) There will be two Teacher Representatives and appointed Parent Director(s) when possible. Idealy teacher representatives should include one from grades K – 5 and one for grades 6 – 8. 

b) Parent Directors duties 
1 year term- unless specified and documented in notes

1. Attend the majority of general PTO meetings (if available)
2. Attend majority of PTO board meetings (importance this is where voting happens)

3. Perform other duties thay may be delegated to him/her

4. Collaborate on school calendar 

5. Collaborate on budget for events/projects

6. Recruit volunteers

7. Update PTO’s Facebook page

c) Teacher Liaisons duties
1 year term- unless specified and documented in notes

1. Attend the majority of general PTO meetings (if available)

2. Attend majority of PTO board meetings (importance this is where voting happens)
3. Serves as a liaison between teachers and the PTO

4. Can present a Request for Funding on behalf of a teacher

Section 3 
a) The duties of the Executive Board/Officers shall be to:

1. Transact necessary business during the intervals between PTO General Membership meetings.

2. Create a yearly budget, including a budget for each event sponsored by the PTO. Each event must be reconciled following its’ completion and the budget shall be updated to reflect any profit or loss.

3. May approve expenditures on any one item or combination of related items over $200, by majority vote. 
4. Votes shall be made by show of hands or electronic.  A majority of Board members shall constitute a quorum.
5. The Executive Board consists of Officers as outined in Article VI Section 1 and 2. When possible, one teacher from grades K-5 and one teacher from grades 6-8  should be represented on the board.

Article VIII - Fiscal Guidelines
a) The Board will consider only those monetary requests that are school related (as opposed to donations to outside charities, community projects, clubs, etc.)

b) All memorial contributions for school personnel shall not exceed $75.

c) Appreciation gifts should not exceed $25.

d) The Board must approve any Officer(s) or agents of the PTO, to enter into any contract for the PTO.  Such authority may be general or confined to a specific instance.

e) Any Board member may accept on behalf of the PTO any gift, or contribution, for the general purposes or for any special purpose of the PTO.

f) Any Board members may be reimbursed for mileage using the current Federal Reimbursement rate (GSA.gov) and as approved by Officers by a majority vote.
g) When considering the distribution of funds, priority will be given as follows:

1. PTO operational expenses 

2. PTO sponsored events: 
i. The PTO is responsible for funding any PTO event.  A nominal fee may be charged for admission or for items such as food or supplies.  

ii. Any event sponsored by the PTO must be open to all students at Providence Creek Academy; or, a comparable event must be offered.

iii. All PTO fundraising activities shall be considered PTO sponsored events.
3.  PTO capital campaign as determined at start of new school year. 
4. School sponsored events

i. The PTO may assist in funding school sponsored events.  The events must be open to all students at Providence Creek Academy; or, a comparable event must be offered.
ii. In such cases, a new funding request must be submitted by the classroom teacher to the PTO no less than two weeks in advance
5. Field trips/educational activities for financially challenged students

i. The PTO may fund special educational activities for those students who would otherwise be unable to attend or participate in an off-campus learning activity.  

ii. In such cases, a new funding request must be submitted by the classroom teacher to the PTO no less than two weeks in advance.

h) All funding requests must be submitted in writing to the PTO, bearing the signature of the PTO president and a person from Administration.   

1. PTO Board approval in no way guarantees PCA Administrative approval.
2. All requests must be submitted to the PTO mailbox two weeks in advance. 

3. All funding requests will be reviewed by the board.

i.  A vote will be taken by the Board with a majority approval needed for transfer of funds.

ii. Those making funding requests will be notified by email within one week of the vote.

4. The Officers and Executive Board reserve the right to determine the final amount of money that will be given.
Article IX – Standing and Special Committees
a) Standing committees shall be created by the Executive Board as deemed necessary.  

b) The power to form special committees and appoint their members rests with the Executive Board.  Since a special committee is created and appointed for a specific purpose, it is automatically dissolved when its work is done and its final report is received. 
Article X – Amendments

a) The Bylaws may be amended by the Board at anytime and a copy will be made available for the General Membership to review.  

b) Any comments or feedback to the ammended Bylaws must be forwarded to the Board for consideration within two weeks of publication and distribution.
c) Distribution may be by email, website, or having copies available for parents/guardinans to pick up in Main Office. 
d) Notification of publication will be made by email, PTO website, and Facebook notice.

Article XI - Dissolution
a) The PTO may be dissolved in the following manner:

1. The Executive Board shall give notice to the entire membership that dissolution is being considered by publishing the Articles of Dissolution.

2. At least two weeks following the notice, a Special meeting shall be called to discuss the dissolution proposal and to vote.

3. Dissolution requires approval of the Articles of Dissolution by a two-third vote of the members present.

4. Vote must be a written vote.

5. Dissolution shall take effect when specified in the Articles of Dissolution.

b) Upon the dissolution of the organization, assets shall be distributed for one or more exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or corresponding section of any future tax code.
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