VISTA DEL LAGO HIGH SCHOOL PARENT/TEACHER/STUDENT ORGANIZATION (PTSO) BYLAWS


ARTICLE I - NAME
The name of this organization shall be the Vista del Lago Parent/Teacher/Student Organization, hereafter referred to as PTSO.

ARTICLE II – PURPOSE
This PTSO is organized for the purposes of supporting the education of students at Vista del Lago High School by fostering relationships among the school, parents, teachers, students and community.

ARTICLE III – MEMBERS
Section 1. Any parent, guardian or other adult standing in for a student at the school may be a member and shall have voting rights. Any student may be a member and shall have voting rights. All school administration and other staff employed at the school may be a member and have voting rights.

[bookmark: _GoBack]Section 2. Dues will be established by the executive board and shall be a flat $25 per family [with an additional $1 processing fee if paid online] for membership. Family memberships will include parents, guardians or other adults standing in for a student at the school, and their respective student(s). Principal and teachers shall be extended complimentary membership and voting rights. Business memberships are available for $200 [with an additional $5 processing fee if paid online].

Section 3. An annual campaign for membership enrollment shall be conducted at the start of each school year, but may also be continued throughout the year. Additional memberships shall be accepted at any time.

ARTICLE IV – OFFICERS AND ELECTIONS
Section 1. Officers. The officers of this organization shall be a president, executive vice president, secretary, treasurer and auditor, elected annually. Optional additional officers may include a president- elect, additional vice presidents (as designated), financial secretary (based on treasurer’s needs), corresponding secretary, and parliamentarian.
a. President: The president shall prepare the agenda for and preside over all meetings of the organization and executive board, serve as the primary contact for the principal, represent the organization at meetings outside the organization, serve as an ex officio member of all committees except the nominating committee, and coordinate the work of all the officers and committees so that the purpose of the organization is served.
b. Executive Vice President: The executive vice president shall assist the president and carry out the president’s duties in his or her absence or inability to serve.
c. Secretary: The secretary shall keep all records of the organization, take and record minutes of the meetings, and send notices of meetings to the membership. The secretary also keeps a copy of the minutes book and brings it to meetings.
d. Treasurer: The treasurer shall receive all funds of the organization, keep an accurate record of receipts and expenditures, and pay out funds in accordance with the approval of the executive board. He or she will present a financial statement at every meeting and at other times of the year when requested by the executive board, and make a full report at the end of the year. The treasurer will secure two signatures on all checks. (Any two of the following officers are authorized to sign: president, treasurer, executive vice president and/or secretary.) The treasurer shall keep a copy of the minutes and present the organization's financial records to the auditor for the audits at the end of December and at the end of June.
e. Auditor: The auditor shall review the financial records of the organization twice per school year. Audits shall be performed at the end of December and at the end of June. The auditor shall also be responsible for annually presenting this organization's books to a tax preparer and posting the current year's income tax return for public viewing.
f. Vice President(s): The vice president(s) will assist in coordinating and overseeing the various committee chairs and other responsibilities as defined and agreed upon by the executive board. The vice
president(s) will also assist the Executive VP in performing presidential duties as needed. The designation of vice presidents may include but are not limited to:
· Communications
· Fundraising Activities
· Sober Grad Night/Events
· Hospitality/Teacher Appreciation
· Membership
· Graditude Walk

g. Financial Secretary: The financial secretary shall receive all funds of the organization, prepare and make all deposits. The financial secretary shall present all receipts to the treasurer for recording.
h. Corresponding Secretary: The corresponding secretary shall prepare notes of thanks, sympathy, inquiry, etc. as needed on behalf of the PTSO and with approval of the executive board. The corresponding secretary will also assist the VP Communications with the assembly of information for the PTSO newsletter and website.
i. Parliamentarian: The parliamentarian shall review and revise the bylaws of the organization every two years or as the executive board sees fit. The parliamentarian will help run the organization's meetings according to proper parliamentary procedure as listed in "Robert's Rules of Order, Revised." The parliamentarian shall keep and bring a copy of current bylaws to all meetings for public review if requested, as well as all current membership forms to verify voting rights if needed.

Section 2. Nominations and Elections. A nominating committee shall be formed by current board members in January each year. The nominating committee shall select a candidate for each office and present the slate at the March board meeting, at which time nominations may also be made from the floor. Elections will be held at the April board meeting each year. Voting shall be by voice vote if a slate is presented. If more than one person is running for an office, a ballot vote shall be taken.

Section 3. Eligibility. Members are eligible for office if they are members in good standing.

Section 4. Terms of Office. Officers are elected for one year and may serve no more than three (3) consecutive terms in the same office. Each person shall hold only one office at a time, unless there is a vacancy and a person can reasonably manage dual roles until the vacancy is filled.

Section 5. Vacancies. If there is a vacancy in the office of president, the executive vice president will become the president. At the next regularly scheduled meeting, a new executive vice president will be elected. If there is a vacancy in any other office, members will fill the vacancy through an election at the next regular meeting. Officers may consider dual roles only until a vacancy can be filled.

Section 6. Removal from Office. Officers can be removed from office with or without cause by a two- thirds vote of those present at a regular meeting where previous notice has been given.

ARTICLE V – MEETINGS
Section 1. Regular Meetings. The regular meetings of the organization shall be held on a suggested monthly basis throughout the school year. The meeting calendar shall be decided upon by the new officers of the organization at the beginning of their term or at the first meeting of the new school year. Once determined, a calendar of meeting dates shall be posted on the school and PTSO websites. Any change in a scheduled meeting date must be made public at least 48 hours prior to the scheduled meeting.

Section 2. Special Meetings. Special meetings may be called by the president, any two members of the executive board, or five general members by submitting a written request to the secretary or president.
Notice of the special meeting shall be made available to members at least one week prior to the meeting via email or website.

Section 3. Voting Criteria. The privilege of making motions, debating and voting shall be limited to
members of the organization who are present. A simple majority of those present is needed for the passage of any motion.

ARTICLE VI – EXECUTIVE BOARD
Section 1. Membership. The Executive Board shall consist of the officers, school principal (or designated representative) and standing committee chairs.

Section 2. Duties. The duties of the Executive Board shall be to transact business between meetings, provide reports and recommendations at monthly meetings, and ensure that all activities are executed as planned.

Section 3. Meeting Attendance. Officers and committee chairs shall provide a status report at all regular meetings. If an executive board member will be absent from a meeting, a status report shall be provided in advance to the secretary or president via email or the phone when possible, to be reported on their behalf.

Section 4. Quorum. Half the number of board members plus one constitutes a quorum.

ARTICLE VII – COMMITTEES AND ADVISORY APPOINTMENTS
Section 1. Standing Committees. Communications, Fundraising, Hospitality/Teacher Appreciation, Sober Grad Night, Membership and Grad Walk.

Section 2. Additional Committees. The board may appoint additional committees as needed.

Section 3. Advisory Appointments. The board will encourage and may appoint individuals to serve in an advisory role to the board. The role of an Advisory Appointment is to share information with the board that will help to define ways the PTSO may assist our students and staff and help meet our organizations objectives. Advisory Appointments may include students, teachers and school administration.

ARTICLE VIII – FINANCES
Section 1. A tentative budget shall be drafted by the Treasurer and President prior to the start of each school year and approved in the fall by a majority vote of the members present.

Section 2. Committee chairs shall report their activity plans to the board prior to the event or date of activity and must stay within budgeted limits unless the organization approves additional funding.

Section 3. The treasurer shall keep accurate records of any disbursements, income, and bank account information.

Section 4. Any two officers, in addition to the treasurer, may authorize payment of bills or making purchases of unbudgeted items up to $300 between meetings of the organization. An email shall be sent to the Executive Board members regarding the request, and a minimum of five (5) favorable votes must be obtained. All bills paid and purchases made between meetings must be presented to the organization at the next meeting so that the transactions may be entered into the organization's meeting notes.

Section 5. Two authorized signatures shall be required on all checks. Authorized signers shall ideally be the president and treasurer, with at least one of those two and the executive vice president and/or secretary as a backup.

Section 6. The treasurer shall prepare a financial statement twice during the year to be reviewed by the Auditor.
Section 7. Upon the dissolution of the organization, any remaining funds should be used to pay any outstanding bills and, with the membership’s approval, shall be disbursed to another non-profit organization.

Section 8. The PTSO fiscal year shall coordinate with the school year (July 1-June 30).

ARTICLE IX - PARLIAMENTARY AUTHORITY
"Robert's Rules of Order, Revised" shall govern this organization during meetings on all points not covered by these bylaws.

ARTICLE X – ADDITIONAL POLICIES
Section 1. This organization shall be non-commercial, non-sectarian and non-partisan. Neither commercial enterprise nor any candidate shall be endorsed by it. The name of the organization and/or its officers in their official capacities shall not be used in any connection with a commercial concern, with any partisan interest, nor for any other reason than the regular work of this organization.

Section 2. This organization shall not seek to direct the administrative activities of the school nor control its basic policies.

Section 3. This organization may cooperate with other organizations and agencies active in child welfare such as conference groups or coordinating councils, provided they make no commitments that bond their member groups.

ARTICLE XI - AMENDMENTS
These bylaws may be amended by a two-thirds vote of members in attendance at any regular or special meeting. Notice of a bylaw change must be given prior to a vote, and copies of the proposed bylaw change(s) must be publicly posted (online and/or at the school site) and given to members in attendance.

ARTICLE XII - EFFECTIVE
These bylaws shall become effective January 17, 2023
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