the BYLAWS of
JACKSON SCHOOL PARENT TEACHER ORGANIZATION, INC.
Jackson Elementary School
Adopted October 18, 2006

ARTICLE I: NAME
The name of this organization is the Jackson School Parent Teacher Organization, Inc. (“JPTO”) and is located in Jackson, Wisconsin, USA.

The name of JPTO and the names of any of its members in their official capacities shall not be used in any connection with a commercial concern or political interest or for any purpose not appropriately related to the Mission of JPTO.

ARTICLE II: OBJECT
The JPTO is organized exclusively for educational and charitable purposes, including, for such purposes, the making of distributions to organizations that qualify as exempt organizations described under Section 501c3 of the Internal Revenue Code, or corresponding section of any future federal tax code. The JPTO encourages the involvement of parents, teachers, and community businesses to participate in the educational enrichment of our community’s children.

ARTICLE III: MEMBERSHIP
Section 1: Objectivity
This organization is non-commercial, non-sectarian, and nonpartisan. JPTO does not discriminate based on race, color, religion, creed, gender, gender expression, sex, sexual orientation, age, national origin, ethnicity, physical stature, ability, veteran status, marital status, military obligations.

Section 2: Dues or Fees
There are no membership fees or dues. 

Section 3: Qualifications
Membership is open to every parent, guardian, teacher, and staff member under one of more of the following conditions:
a. Physically reside in the boundaries of Jackson Elementary School
b. Physically reside outside the School boundaries but students attend the School
c. Paid employment at the School

Section 4: Voting Rights
Any member may propose a motion during the New Business section of a general PTO meeting.

All members have voting privileges for the motion on the floor and are granted one vote each. Members must be present to vote.

ARTICLE IV: OFFICERS
Section 1: Executive Board
The Executive Board shall consist of the following members: President, Vice-President, Secretary, Treasurer.
They shall serve as the Executive Committee.

The responsibilities of any position may be shared jointly with one other individual as a co-Officer. In the case of co-Officers, responsibilities must be divided and put in writing upon election. Decisions split between co-Officers will be put to vote among the Executive Committee with a majority rule.

An individual cannot serve in more than one position on the Executive Board at a time.

Section 2: Term of Office
Newly elected Officers shall assume their duties and responsibilities beginning July 1. All terms are twenty-four months in length. An individual may not serve in any position more than two full terms.
Section 3: Elections
Officers seeking election will be presented in the general PTO meeting in April and shall be elected by secret ballot at the general meeting in May.

In even years, the President and the Treasurer will be elected. In odd years, the Vice-President and Secretary shall be elected.

Section 3: Eligibility
The qualifications of a potential Officer are the same requirements for membership as outlined in Article III.

Section 4: Duties
a. Shared duties of all Officers include the following but are not limited to:
i. Attend all meetings
ii. Serve as liaison to the Principal and school staff
iii. Preserve any and all records, reports, and documents generated on behalf of the JPTO
iv. Perform all duties as described by the bylaws and any other such duties as assigned by the Executive Committee in a manner that serves the objectives of the JPTO

b. Duties of the President
i. Prepare agenda and distribute by first day of each month
ii. Preside over monthly meetings and maintain order using Robert’s Parliamentary Rules
iii. Preside over Executive Committee meetings
iv. Enforce adherence to the JPTO bylaws
v. Work towards continuous promotion in membership
vi. Work with each Officer as needed
vii. Oversee all fundraising activities and events
viii. Signature authority on JPTO account
ix. Monitor the JPTO email account(s) and respond or forward as necessary
x. Make sure all documentation is completed after each event and ready to hand over to next chair
xi. Ensure compliance with and file annual documentation to maintain 501c3 status
xii. Maintain a fair and impartial position at all times
xiii. Represent the JPTO at events at the School, the District, and in the community

c. Duties of the Vice-President
i. Act as aid to the President and perform the duties of the President in their absence
ii.	Appoint and oversee Chairpersons of Standing Committees.
iii.   Organize and maintain a volunteer database to track Chairpersons and Committee Members.
iv. 	Prepare a JPTO calendar with meetings, events, fundraisers, and other relevant activities. The detailed calendar should be posted on the JPTO website. Event Lists should be widely distributed at Back to School Night and at each General Meeting.
v.   Collect materials from JPTO mailbox at least every other week
vi.  Act as secretary in the absence of the secretary

d.    Duties of the Secretary
i. Record the minutes of all meetings, distribute to the Board for approval within one week, and post on the school website
ii. Bring a member sign-in sheet to each General Meeting for record keeping
iii. Produce a monthly newsletter and distribute by the first of the month
iv. Maintain a list of tabled items or old business items for each meeting
v. Bring all minutes and bylaws from the year to each general PTO meeting






e. Duties of the Treasurer
i. Have custody of all funds for the JPTO
ii. Keep full and accurate account of receipts and expenditures
iii. Disburse funds as authorized by the JPTO
iv. Present financial statements at every meeting and other times if needed
v. Receive and deposit all monies of the JPTO in a timely manner
vi. Pay invoices and reimbursements in an expedient manner and in accordance with the approved budget as authorized by the JPTO
vii. Retain copies of financial records and bank statements in a binder for each school year. This includes bank statements, checks request forms, original receipts, in-kind donations, budgets, invoices, paid receipts, and cancelled checks. At the end of the Treasurer’s term the binder will be locked in the JPTO closet at Jackson Elementary School. Records will be kept for seven consecutive years
viii. Implement a budget for the school year
ix. Provide a complete year-end financial report
x. Signature authority on JPTO accounts
xi. Update signature cards at bank annually
xii. Complete annual tax filing
xiii. Distribute information at Back-to-School Night about $100 Supply Grants for Teachers.
xiv. Inform Officers of budget issues, i.e. over budget items, questionable payments, unusual activities, prior to payment or regular JPTO meetings
xv. Assist personnel with end of term audit by Executive Committee. A request for an audit may be made by any member at any time
xvi. Check JPTO mailbox weekly for information relating to their position

Section 5: Board Meetings
The Executive Committee may meet monthly during the school year or at the discretion of the President.

The Executive Board shall meet at the end of May with the Principals and all Chairpersons to plan the upcoming school year.

The Executive Committee, including all outgoing officers and incoming officers, shall convene in June to close out the Fiscal Year and prepare the budget for the next Fiscal Year.

Section 6: Compensation
No Officer or Member of the PTO shall ever be compensated by JPTO or Jackson Elementary School for their service.

Section 7: Removal
An Officer may be removed for failure to perform or refusal to perform the duties as outlined in Article IV Section 4 for 45 consecutive calendar days, for lack of communication with Executive Committee, or for violating the bylaws. Removal may occur after Reasonable Notice, which is defined as seven calendar days. Removal may occur with a two-thirds vote of the Executive Committee.

For removal of an Officer without cause, a motion must be made in a General Meeting. There must be a second to the motion, consideration with discussion, and a vote in favor by two-thirds or more of the Quorums present, according to the definitions of Quorums in Article V Sections 1 and 2.

Section 8: Vacancy
Upon tendering a resignation for any reason, an Officer shall immediately turn over to the President all records or other material pertaining to the office; that Officer shall also immediately return to the Treasurer all funds pertaining to the office. If the Treasurer resigns prior to the completion of the two-year term, all funds and records shall be immediately turned over to the President.

If a Board Member no longer qualifies as a member of the JPTO in accordance with Article III Section 3, they must resign from their position.

When a vacancy occurs in the Executive Committee, the President shall appoint an existing PTO member to fill the remainder of the term. If the President resigns prior to the completion of the two-year term, the Vice-President shall fulfill the duties of President and appoint an existing PTO member as Vice-President.
ARTICLE V: GENERAL MEETINGS
Section 1: Quorum of the Executive Committee
A Quorum of the Executive Committee consists of at least three Officers. A Quorum of the Executive Committee is required for a General PTO Meeting to be held.
Section 2: Quorum of the Members
A Quorum at a General Meeting shall be a minimum of three Members in attendance, in addition to the Quorum of the Executive Committee.

Section 3: Frequency of Meetings
General PTO Meetings are held on a monthly basis, September through May. General Meetings are open to all members, as defined in Article III.

Section 4: Items for Consideration
Items requiring votes must be in the posted JPTO newsletter and/or agenda. Items must be presented for a vote in accordance to Robert’s Rules of Order. A motion must be made, a second to the motion, consideration with discussion, and supported by a majority of the Quorums. The motion will be voted upon in the subsequent General PTO Meeting.

If a change is required immediately, the item must be passed with the support of two-thirds of the Quorums present.

Section 5: Parliamentary Authority
The rules contained in Robert's Rules of Order shall govern the PTO in all cases in which they are applicable and in which they do not conflict with these Bylaws. A copy of these Rules shall be held by the Secretary and be made available at each meeting. 

Section 6: Cancellation of Meetings
General Meetings will be cancelled due to School closure from weather.

To mitigate cancelled meetings due to illness or other complications affecting attendance of the Executive Committee, an Officer may call in to a General Meeting via telephone or a video app no more than two times in a fiscal year. An Officer attending remotely in this manner may not vote on business. At least one Officer must be physically present at the General Meeting.

ARTICLE VI: DEPOSITS & FUNDS
Section 1: Fiscal Year
The fiscal year of JPTO begins on July 1 and ends on the following June 30.

Section 2: Counting and Deposit of Funds
All funds raised by the association shall be counted and attested to by the Treasurer and at least one other Officer.

All deposits require signatures by the Treasurer and the President. All deposits will be made within 7 calendar days of receipt of funds.

Section 3: Reimbursements
Reimbursements for all expenses shall be made only after receipts for the expenditures have been audited, documented, and approved by the Treasurer. Reimbursement requests should be submitted to the Treasurer within 30 days of the incurred expense or no later than two weeks prior to the end of the fiscal year, whichever comes first.

If the Treasurer needs to be reimbursed, the President must write the check. The Treasurer cannot reimburse themselves.

Any cash advance to cover expenses prior to a purchase must be documented in detail. All unused funds must be returned to the PTO Treasurer immediately following the purchase.

Section 4: Distribution of Funds
The Executive Committee has the authority to approve expenditures of $200 or less with the support of the Quorum as it is defined in Article V Section 1. Financial requests greater than $200 must be presented for a vote in a General Meeting in accordance with Robert’s Rules of Order.

ARTICLE VII: COMMITTEES
Section 1: Standing Committees
The following Standing Committees shall exist for the purpose of carrying out a specific set of relative duties:
Fundraising
Hospitality
Dad’s Club
Social Events
Carnival
Literacy
PTO Support

Additional committees may be formed anytime at the discretion of the Executive Board.

Section 2: Selection of Chairpersons
Chairpersons of Standing Committees are selected on a purely volunteer basis. Chairperson positions may be shared with one other individual. A member of the Executive Board may chair one committee.

Section 3: Responsibilities of Chairpersons
The Chairperson of each committee shall keep a written record of the activities of his/her committee in a manner that would allow these records to be passed along to future Chairs. These records should be turned over to the Secretary who will maintain a comprehensive file of all events planned by the PTO and make them available to future Chairs.

Committee Chairpersons shall attend General Meetings to report on the activities of his/her committee, as well as the Annual Planning meeting in May. In the event a Chairperson is unable to attend, they may send in their report to the Executive Board or send a representative from the pertinent Committee.

Section 4: Responsibilities of Committee Members
Committee members are selected on a purely volunteer basis with no limit to the number of individuals on each committee. There is also no limit as to the number of committees an individual serve on. Members of the Executive Board may serve on committees at their discretion.

Chairpersons may solicit and appoint additional members to serve on their respective committees, as necessary. 

Section 5: Limitations
No Committee Chair shall secure any contract in the name of the PTO without the approval to do so by vote of the PTO members. Any approved purchases must be made within the budgetary restrictions. 

Section 6: Term Limits
Chairpersons and Committee members are welcome to serve as long as they wish.

ARTICLE VIII: CHAIRPERSON DUTIES
Section 1: Fundraising Chairperson
a. Prepare and execute the following fundraising projects: No Fuss Fundraiser, Adult Night Out
b. Oversee and execute the Savings Programs at Box Tops and Coca-Cola.
c. Prepare and execute other fundraising projects at the discretion and request of the Executive Board.
d. Solicit volunteers to assist with each fundraiser.
e. Report all fundraising activities, expenses, and profits at each monthly PTO meeting.
f. Maintain confidential records of all contributions.
g. Maintain planning records of each fundraiser and pass these along to the Secretary for permanent record keeping.





Section 2: Hospitality Committee
a. Prepare and execute the following events: Welcome Back Breakfast, Fall Parent-Teacher Conference Dinner, Teacher Appreciation Week.
b. Organize and maintain the Teachers’ Favorites List on the PTO website.
c. Prepare and execute other special occasions at the discretion and request of the Executive Board.
d. Solicit volunteers to assist with each event.
e. Report all activities, expenses, and profits at each monthly PTO meeting.
f. Maintain confidential records of all contributions.
g. Maintain planning records of each event and pass these along to the Secretary for permanent record keeping.

Section 3: Dad’s Club
a. Prepare and execute the following events: Jaguar Jog & Jam, Hoops Night, Field Day
b. Prepare and execute at least two school beautification projects each year.
c. Prepare and execute other projects at the discretion and request of the Executive Board.
d. Solicit volunteers to assist with each project.
e. Report all activities, expenses, and profits at each monthly PTO meeting.
f. Maintain confidential records of all contributions.
g. Maintain planning records of each project and pass these along to the Secretary for permanent record keeping.

Section 4: Social Events
1. Plan and implement all not-for-profit social activities for JES students and their families: School Dance, Movie Night.
a. Oversee and execute the following: Spiritwear, Marcus Gift Cards, Yearbook,
b. Prepare and execute other fundraising activities at the discretion and request of the Executive Board.
c. Solicit volunteers to assist with each Fundraiser.
d. Report all activities, expenses, and profits at each monthly PTO meeting.
e. Maintain confidential records of all contributions.
f. Maintain planning records of each project and pass these along to the Secretary for permanent record keeping.

Section 5: Carnival
a. Prepare and execute all activities in preparation for and association with the Annual School Carnival.
b. Select managers to head the following efforts: Volunteers, Silent Auction, Classroom Projects, Ticket Sales, Games, Food, Raffles, Signs & Marketing, Balloons, Face-Painting, Teacher Prizes.
c. Report all activities, expenses, and profits at each monthly PTO meeting.
d. Maintain confidential records of all contributions.
e. Maintain planning records and pass these along to the Secretary for permanent record keeping.

Section 6: Literacy 
a. Prepare and execute the following programs: Fall Book Fair, Spring Book Fair, Summer Library Hours, Schoolpak, 
b. Organize and maintain the Teachers’ Book Wish List on the PTO website.
c. Provide assistance with the School Read-a-Thon as requested by the School Principal.
d. Prepare and execute other projects at the discretion and request of the Executive Board.
e. Solicit volunteers to assist with each effort.
f. Report all activities, expenses, and profits at each monthly PTO meeting.
g. Maintain confidential records of all contributions.
h. Maintain planning records of each program and pass these along to the Secretary for permanent record keeping.

Section 7: PTO Support
a. Prepare and post announcements from any Chairperson on social media sites.
b. Prepare and post announcements at the request of the Executive Board.
c. Search out and apply to pertinent grants to support the JPTO Mission
d. Attend Back-to-School Nights to distribute information for the upcoming school year.
e. Prepare and execute other efforts at the discretion and request of the Executive Board.
f. Solicit volunteers to assist with assignments.
g. Report all activities, expenses, and profits at each monthly PTO meeting.
h. Maintain records of each effort and pass these along to the Secretary for permanent record keeping.




ARTICLE VIX: AMENDMENTS TO BYLAWS
Amendments may be made to these Bylaws as necessary with the current bylaws and proposed revisions presented as a motion at a General Meeting. A vote is held at the subsequent meeting; the motion passes with a majority vote.

Bylaws should be reviewed annually.

ARTICLE X: DISSOLUTION
The PTO may be dissolved provided prior notice is given to the PTO Membership. The request is formally presented at the next scheduled General Meeting and put to a vote in accordance with Article V Sections 4 and 5.

Upon the dissolution of the organization, assets shall be distributed to Jackson Elementary School within the West Bend School District of Washington County, WI, for a public purpose. Any such assets not desired by Jackson Elementary School or disposed of shall be disposed of by a court of competent jurisdiction in Washington County, exclusively for such purposes or to such organization, as said Court shall determine, which are organized and operated exclusively for such purposes. 

ARTICLE XI: CONFLICTS OF INTEREST
Section 1: Purpose
The purpose of the conflict of interest policy is to protect this tax-exempt organization’s interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an Officer or director of the organization or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.

Section 2: Definitions
a. Interested Person. Any director, principal officer, or member of a committee with governing board-delegated powers who has a direct or indirect financial interest, as defined below, is an interested person.

b. Financial Interest A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:

i. An ownership or investment interest in any entity with which the organization has a transaction or arrangement; 

ii. A compensation arrangement with the organization or with any entity or individual with which the organization has a transaction or arrangement; or 

iii. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the organization is negotiating a transaction or arrangement. “Compensation” includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.

A financial interest is not necessarily a conflict of interest. Under Section 3b, a person who has a financial interest may have a conflict of interest only if the appropriate governing board or
committee decides that a conflict of interest exists.

Section 3: Procedures
a. Duty to Disclose. In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing board-delegated powers who are considering the proposed transaction or arrangement.

b. Determining Whether a Conflict of Interest Exists. After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide whether a conflict of interest exists.



c. Procedures for Addressing the Conflict of Interest.
i. An interested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.

ii. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement. 

iii. After exercising due diligence, the governing board or committee shall determine whether the organization can obtain, with reasonable efforts, a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.

iv. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the governing board or committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the organization’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above determination, it shall make its decision as to whether to enter into the transaction or arrangement. 

d. Violations of the Conflicts of Interest Policy. 
i. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose. 

ii. If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the governing board or committee determines that the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action. 

Section 4: Records of Proceedings
The minutes of the governing board and all committees with board delegated powers shall contain: 

a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest; the nature of the financial interest; any action taken to determine whether a conflict of interest was present; and the decision of the governing board or committee as to whether a conflict of interest in fact existed. 

b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement; the content of the discussion; including any alternatives to the proposed transaction or arrangement; and a record of any votes taken in connection with the proceedings.

Section 5: Compensation
a. A voting member of the governing board who receives compensation, directly or indirectly, from the organization for services is precluded from voting on matters pertaining to that member’s compensation.

b. A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the organization for services is precluded from voting on matters pertaining to that member’s compensation.

c. No voting member of the governing board or any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the organization, either individually or collectively, is prohibited from providing information to any committee regarding compensation.





Section 6: Annual Statements
Each director, principal, officer, and member of a committee with governing board-delegated powers shall annually sign a statement which affirms that such person: 
• Has received a copy of the conflict of interest policy; 
• Has read and understood the policy; 
• Has agreed to comply with the policy; and 
• Understands that the organization is charitable and that in order to maintain its federal tax-exempt status it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Section 7: Periodic Reviews 
To ensure that the organization operates in a manner consistent with charitable purposes and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include the following subjects:

a. Whether compensation arrangements and benefits are reasonable, are based on competent survey information, and are the result of arm’s length bargaining. 

b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the organization’s written policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes, and do not result in inurement, impermissible private benefit, or an excess benefit transaction.

Section 8: Use of Outside Experts
When conducting the periodic reviews as provided for in Section 7, the organization may, but need not, use outside advisers. If outside experts are used, their use shall not relieve the governing board of its responsibility for ensuring that periodic reviews are conducted.
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