Manchester [Elementary\ (MES) PARENT TEACHER STUDENT ORGANIZATION [Commented [MP1]: school

(PTSO) BY-LAWS [Commented [MP2R1]:
1. NAME
The name of the organization is Manchester Elementaryl (MES) Parent Teacher Student | Commented [MP3]: school

Organization (PTSO).

1. PURPOSE

The purpose of the PTSO is to support students, faculty, staff, and parents in matters related to
the educational experiences of students at MES. Support shall be provided in, but not limited to,
the following areas: communication, building school spirit, and expanding learning

opportunities. The PTSO is an|organization of Manchester Elementary School and is not an Commented [MP4]: Nonprofit organization who supports

. Manchester Elementary School and is a legal entity apart from MES.
incorporated body.

111. MEMBERSHIP

All parents, legal guardians, and any MES volunteer with interest to promote the mission of
students enrolled at MES, all MES staff and faculty, and all students at MES can belong to the
PTSO. The PTSO Board may establish additional membership requirements.

IV. PTSO BOARD

The PTSO Board would consist of at least four (4) elected positions and shall consist of the
following positions: President, Vice-President, Secretary, Treasurer, Principal and/or Vice-
Principal, Faculty Liaison, and Volunteer Coordinator. Each of these positions (with the
exception of the Principal) may be held by two people sharing the responsibilities of the position
if both persons agree to share the office and if approved by a majority of the PTSO Board. It is
recommended, but not required, that the position of President be shared with a Vice-President

and be held by two Co-Presidents. The PTSO Board has the authority to seek dues or donations  Commented [MP5]: or

and raise funds for appropriate school needs. All PTSO board members will attend all General ( commented [MP6]: 70%

PTSO meetings and the End of the Year meeting.

V. DUTIES OF THE PTSO BOARD MEMBERS
The duties of the board members shall be as follows:

A. President(s)/Vice-President - In the case of Co-Presidents, the two will share all duties as
described in Paragraph V-A. In the case of a President and Vice-President, the President will
assume all duties with the Vice-President providing direct support and assuming the President’s
duties should he/she be unable or unavailable to perform such duties. The President(s)/Vice-
President shall assume responsibilities for coordination of all PTSO committees and activities.
The President(s)/Vice-President will have the authority to designate persons to chair committees

and organize PTSO-sponsored activities. The President(s)/Vice President will arrange| for ( commented [MP7]: Arrange, as relevant,




speakers and presentations from within and outside the school to create General Meetings that
are informative and relevant to the process of educating our students at MES.

a. President- the President will follow the above duties plus help on any
committees needed and serve as the Co-Fundraising Chair, perform all
other duties as may be assigned to him/her by the MES PTSO

b. The President will coordinate the work of the officers and committees in
order to ensure that the objectives of the Manchester Elementary PTSO
may be promoted.

¢. The Vice-President will coordinate committees that are designed to enhance
communication between parents, teachers, students, and the community. The
vice-president will work with the MES Office Staff to effectively
communicate MES school announcements, news and events to the PTSO
membership, as well as publicizing PTSO General Meetings and their events.

d. The Vice-President will coordinate membership.

B. Secretary - The Secretary will record the minutes of the General PTSO meetings. The
Secretary will preserve the documents of the PTSO and will have copies of the Bylaws at every
meeting. The Secretary will also write any Thank You notes deemed necessary by the board.
Maintain an up-to-date list of all active members or delegate it to another PTSO Member (ie:
Membership Board)

C. Treasurer - The Treasurer shall keep and maintain financial records of the PTSO in fiscal
order. The Treasurer and the President(s)/Vice-President shall be responsible for all financial
transactions on behalf of the PTSO. The Treasurer shall provide a monthly financial statement to
the MES board and members.

D. Principal - The Principal and/or Vice-Principal of MES shall report to the Board and the

general membership at every General PTSO Meeting. The Principal and/or Vice-Principal shall | Commented [MP8]: when available at the

inform the board and the PTSO membership about relevant school issues, events, awards, needs,
concerns, and activities.

E. Faculty Liaison - The Faculty Liaison, a member of the MES staff, serves as a link between
PTSO parents, students, and school staff.

VI. TERMS OF OFFICE
PTSO Board Members will be elected at the end of the year general PTSO Meeting in May/June.
Each office is a one-year term. A person can serve no more than two (2) consecutive terms of the



same office unless a unanimous vote is cast by the members present. Written records and
relevant information are deemed property of MES PTSO, and therefore must be passed from
each outgoing Board member to each new Board member at the work session in June (ie: the last
day of school). In the event of a vacancy in any PTSO office, the Board, upon a majority vote,
can appoint a member to serve the remainder of the term. A vacancy can occur either voluntarily
or by a majority vote of Board members. This action can only take place after a Board-only
meeting with the Board member in question to discuss the issues that would remove them from
office.

VII. ELECTION PROCESS

A. Nominating Committee - A Nominating Committee shall be appointed by the President at the
March/April General meeting. This committee will present the names of nominees for Board
offices at the End of the Year Meeting. Nominations may also be taken from the floor at the End
of the Year Meeting in May/June.

B. Elections - After all nominations have been accepted at the end of the year meeting, there will
be a show of hands to determine the PTSO Board for the next school year. A majority vote of all
general members in attendance will determine new Board members. Any Board position left
vacant after the End of the Year Meeting will be filled with an accepted nominee, by a majority
vote of all general members in attendance, at any subsequent General meeting.

C. After the secretary’s minutes have been recorded following the May/June general meeting
where the new board was announced all accounts and names on the accounts will be changed to
represent the new board.

VIIl. COMMITTEES

Committees will be formed and empowered with the authority to complete an event or project.
All committees will submit a plan and budget to the Board. Upon approval by the Board, the
committee will take necessary steps to complete the event or project, returning to the Board
before completion only if adjustments to the plan or budget are needed. Upon completion of the
event or project, the committee will present the results to the Board at the following General
Meeting. Committees will be continued or disbanded by the PTSO Board as it deems necessary.

IX. MEETINGS

Meetings of the PTSO will be held monthly, except when noted. General meetings are open to all
members and shall be announced well in advance. Should weather delay or cancel a meeting, the
President and Principal will determine the new meeting time and/or day. Special meetings and
PTSO Board work sessions may be called by the President. PTSO meetings and work sessions
are open to all parents, students, and staff.



X. QUORUM

A quorum of the MES PTSO Board is at least four (4) of the elected Board members in ( Commented [MP9]: 50% )
attendance at a meeting. In order to hold a vote or take formal action at a meeting, a quorum

must be present.

X1. VOTING

Items requiring a vote must be voted in [person. | Commented [MP10]: )
_Comment_ed [MP11R19]: Items requiring a vote may be voted

XII AMENDMENTS ey e g L%

These Bylaws may be amended at any meeting of the PTSO by a two-thirds majority vote of all

general members in attendance, provided the proposed amendment(s) has been previously

submitted in writing (e-mail is sufficient) to the general membership.

Bylaws shall be reviewed every two years by the MES PTSO Board. | Commented [MP12]: Three (3 )

XII-TREASURY

A. The newly elected PTSO Board shall approve its annual operating budget by August31 | commented [MP13]: delete
at a Board meeting. It shall be approved at the first general meeting of the school year by
the general membership.

at board meeting.

[ Commented [MP15R14]:

Commented [MP147]: The first general meeting of school year }

B. The PTSO Board has authority to reallocate funds up to $500, by majority vote, at any [commented [MP16]: by
time. Fund allocations greater than $500 shall require general membership approval.
C. Any expenditured under HS50 shall be approved by at least two (2) board members. [Commented [MP17]: over ]
D. Spending tools (ie: credit/debit cards, checkbooks) used by the PTSO Board shall be
logged and secured in the PTSO safe within two (2) business days of logging out. | commented [MP18]: school )
E. All funds received by the PTSO shall be counted by both a Board member and non-
related adult at the same time within one business day of receipt. | Commented [MP19]: within two (2) school business days. |
( Commented [MP20R19]: )

F. All funds shall be deposited into a PTSO bank account within [two\ (2) business days of

. [ Commented [MP21]: One (1) week of being counted. ]
recelpt.




