PARK TUDOR PARENTS ASSOCIATION BYLAWS

ARTICLE I: NAME
This organization shall be known as the Park Tudor Parents Association, hereinafter referred to as the “PTPA.”

ARTICLE II: MISSION
The mission of the PTPA shall be to support Park Tudor School through fundraising activities, volunteer work, parent communication and organizing school events, to promote a strong sense of community, to provide a forum of information exchange among parents, and to sponsor programs enriching the students’ experience at the school. 

ARTICLE III: MEMBERSHIP
The parents of any Park Tudor student, or other person assuming the responsibilities of parenting a student, may be a member of the PTPA upon payment of the yearly PTPA membership fee. The immediate Past-President(s) may be granted honorary membership to the PTPA, at the discretion of the PTPA Executive Board. 

ARTICLE IV: DUES
The annual dues for membership into the PTPA are voluntary for each family and are payable to Park Tudor School as part of the      registration process at the beginning of each year. This amount may be adjusted from time to time at the discretion of the PTPA Executive Board.

ARTICLE V: OFFICERS AND DUTIES
The officers of the PTPA shall include two Co-Presidents, two Co-Presidents Elect, two Immediate Past Co-Presidents, a Recording Secretary, a Media Coordinator, a Treasurer, and two Co-Event Coordinators. Where co-officers exist, all duties hereinafter defined shall be an obligation of both officers. The officers shall perform the duties defined in these bylaws and any other duties prescribed by the PTPA Executive Board, to the best of their ability.
A. Co-Presidents: The office of Co-Presidents shall be held by two individuals simultaneously acting as Co-President(s), acting alone or in concert. Each President shall ensure that their Co-President is informed of all information and decisions prior to enacting decisions by said President.
1. The Co-Presidents shall oversee the work of the Executive Board to run the PTPA effectively in accordance with the PTPA bylaws and in alignment with the PTPA mission.
2. The Co-Presidents shall preside at all meetings of the PTPA, the PTPA Executive Board, and the PTPA Executive Committee.
3. The Co-Presidents shall decide on the agenda of all meetings and ensure arrangements for the meetings are made timely.
4. The Co-Presidents shall appoint chairpersons of committees as deemed necessary, act as ex-officio members of all committees, with the exception of the Nominating Committee, and see that the purposes of the PTPA are accomplished.
5. One of the Co-Presidents reviews and approves PTPA expense reimbursement / check request forms, together with the Treasurer.
B. Co-Presidents Elect: The Co-Presidents Elect shall be held by two individuals in a support capacity to the Co-Presidents.
1. The Co-Presidents Elect shall assist the Co-Presidents at the discretion of the Co-Presidents and the Executive Board.
2. The Co-Presidents Elect shall review the PTPA Bylaws annually and propose revisions, when necessary, together with the Recording Secretary.
C. Immediate Past Co-Presidents: The Immediate Past Co-Presidents shall be held by the two individuals who were the Co-Presidents of the PTPA the previous school year.
1. Immediate Past Co-Presidents shall assist the Co-Presidents at the discretion of the Co-Presidents and the Executive Board.
2. The Immediate Past Co-Presidents shall serve in an advisory capacity.
D. Co-Event Coordinators: The Co-Event Coordinators shall serve as the social chairs of the PTPA and will be responsible for making arrangements for PTPA Executive Board Meetings, PTPA Executive Committee Meetings, PTPA General Meetings, and PTPA Special Events, including but not limited to coordinating room reservations with the school and organizing refreshments.
E. Recording Secretary: The Recording Secretary shall be responsible for keeping minutes of all PTPA meetings of the Executive Board and the Executive Committee and reviewing the PTPA Bylaws with the Co-President Elects annually. This responsibility shall include but not limited to providing copies of minutes to Co-Presidents and maintaining and preserving PTPA records and important documents to pass on at the end of the term, and performing other such duties as usually pertain to this office.
F. Media Coordinator: The Media Coordinator shall be responsible for the PTPA public relations communication including but not limited to promoting and informing the school community of volunteer opportunities, upcoming PTPA General Meetings, Parent Socials, and Special Events. The Media Coordinator shall also be responsible for providing content in the PT Times Online about PTPA events and activities as well as providing and / or posting content on the Park Tudor social media platforms. The Media Coordinator shall effectively partner with the Co-Event Coordinators and also act as a liaison between the PTPA and the Park Tudor Communications Office.


G. Treasurer: The Treasurer shall keep all records of monies received and expended by the PTPA.
1. The Treasurer shall ensure that only funds approved by the PTPA Executive Board shall be disbursed, with the exception of routine mandatory bills that the Executive Board has approved for payment.
2. The Treasurer shall manage the expense reimbursement process of PTPA members and coordinate with the Park Tudor Accounting Department as needed.
3. The Treasurer shall co-review and approve PTPA expense reimbursement / check request forms together with one of the Co-Presidents to ensure effective dual control in place.
4. The Treasurer shall prepare the annual PTPA budget and review it with the Executive Board for approval.
5. The Treasurer shall report at Executive Board meetings as to the current financial position of the PTPA and shall make an annual reporting to the Executive Board prior to the end of the current school year.
6. The Treasurer shall aid the school in preparation of any required financial filings.

ARTICLE VI: OFFICERS AND ELECTIONS
Section 1. Nominating Committee. 
A. The Nominating Committee shall consist of the Immediate Past Co-Presidents acting as the chairpersons, and a maximum of 8 PTPA member volunteer parents, representative of  the four school divisions, the Upper, Middle, Lower, and Hilbert Early Education Schools, with all members being voting members. 
A. If for any reason an Immediate Past Co-President is unable to serve as the chair of the Nominating Committee, then the remaining Immediate Past Co-President shall serve alone.
B. If for any reason both Immediate Past Co-Presidents are unable to serve as co-chairs of the Nominating Committee, then the Executive Board shall appoint a chairperson for the Nominating Committee.
C. Executive Board Members and slated Officer or Officers Elect shall be ineligible for service on the Nominating Committee with the exception of the Immediate Past Co-Presidents.
D. Anyone serving on the Nominating Committee shall be ineligible for any position named by the Nominating Committee.
E. No member shall serve on the Nominating Committee in consecutive years.
F. The Nominating Committee shall be formed before the chairpersons start the nomination solicitation process.
Section 2. Nominating Committee Duties and Responsibilities.
A. The chairpersons shall preside at all meetings of the Nominating Committee.
B. The chairpersons shall make public and solicit nominations from the PTPA membership in February.  Any member of the PTPA may be eligible to submit their name for nomination consideration unless otherwise prohibited from submission by the bylaws of the PTPA.
C. The Nominating Committee shall slate a candidate for each available position to be filled. The slate shall be presented to the Executive Board at the March meeting of the PTPA Executive Board for approval. The approved slate will then be communicated electronically to all PTPA members at least four weeks prior to the April PTPA General Meeting.
Section 3. Elections and Terms of Office.
A. Officers shall be elected at the April PTPA General Meeting.
B. The April PTPA General Meeting and or voting may be held in person or virtually at the discretion of the PTPA Executive Board.
C. Officers shall assume their duties at the close of the school year and serve one year in that position.
Section 4. Replacement of Officers.
A. If any Officer is unable to perform the duties of their position for any reason, including but not limited to resignation or death, the members of the Executive Board shall nominate candidates to fill such vacancy for the remaining portion of the vacant office’s term.
B. Approval of said nomination shall require a quorum vote by the members of the Executive Board.
Section 5. Removal of Officers.
A. Removal of an Officer shall be accomplished by a motion being introduced to an Executive Board meeting.
B. A Motion to Remove an Officer shall require a written explanation of the grounds for removal, which shall include a copy of the minutes of the meeting at which said Motion was introduced.
C. A vote to approve a Motion to Remove an Officer shall require a two-thirds (2/3) majority vote of the Executive Board.

ARTICLE VII: EXECUTIVE BOARD
Section 1. Duties: The Executive Board shall consist of the elected officers of the PTPA and a school liaison member.
A. The Executive Board shall transact the necessary business of the PTPA on a day to day basis between PTPA Executive Board meetings.
B. The Executive Board shall set the PTPA calendar of events and schedule meetings of the PTPA Executive Board.
C. The Executive Board shall function as the Finance Committee of the PTPA by formulating a fiscal year budget for presentation to the Executive .
Section 2. Officers: No member of the Executive Board shall hold more than one office concurrently at any given time.
Section 3. Quorum: A simple majority of the Executive Board shall constitute a quorum.

ARTICLE VIII: EXECUTIVE COMMITTEE
Section 1. Composition: The Executive Committee shall consist of the members of the Executive Board, the Immediate Past Co-Presidents, the chairpersons of all Standing Committees, and the chairpersons of any additional committees deemed necessary for the conduct of PTPA business by the Co-Presidents.
Section 2. Quorum: A majority of the members convened for an Executive Committee meeting shall constitute a quorum, but shall include at least one Co-President, one Co-President Elect, one Immediate Past Co-President, and two other elected members of the Executive Board.

ARTICLE IX: STANDING COMMITTEES
Standing Committees(s) shall consist of the Nominating Committee and any other Committee deemed necessary for the efficient operation of the PTPA by the Executive Board. Standing Committees shall be named by the Co-Presidents and approved by the Executive Board. Additional Committees may vary from year to year at the discretion of the Co-Presidents and the Executive Board.

ARTICLE X: MEETINGS
Section 1. General Meetings and Quorum.
A. There shall be at least two (2) general meetings of the PTPA membership each school year.
B. One general meeting shall be held at the opening of the school year, and the second meeting shall be held in April for the purpose of electing officers and conducting such business as may be necessary for the conclusion of the school year.
C. Ten members of the PTPA shall constitute a quorum.
Section 2. Executive Board Meetings.
A. Executive Board Meetings shall be called at the discretion of the Co-Presidents to transact any business necessary for the day-to-day operations of the PTPA between the General Meetings of the PTPA.
B. Minutes of any Executive Board Meeting shall be made available upon request from any active member of the PTPA by written request to the Executive Board.

ARTICLE XI: FINANCES
All finances of the PTPA shall be managed through the Park Tudor Business Office with the direction of the PTPA Executive Board.

ARTICLE XII: PARLIAMENTARY AUTHORITY
The rules contained in the current edition of Robert's Rules of Order Newly Revised shall govern the PTPA in all cases to which they are applicable and in which they are not inconsistent with these bylaws and any special rules of order the PTPA may adopt.

ARTICLE XIII AMENDMENT OF BYLAWS
These bylaws may be amended at any General Meeting by a two-thirds vote of those present, provided that the amendment has been made available at least ten days prior to the meeting. The General Meetings may be held in person and or virtually at the discretion of the Executive Board.
Adopted September, 1970
Amended May, 1987
Amended April, 1996
Amended April, 2005
Amended April, 2007
Amended September, 2008
Amended April, 2010
Amended March, 2012
Amended September, 2020
Amended March, 2024


