
WYLAND ELEMENTARY PARENT TEACHER 
ORGANIZATION BYLAWS  

ARTICLE I: NAME  
The name of this organization is the Wyland Parent Teacher Organization (Wyland PTO).  
 

ARTICLE II: OBJECTIVES  
1. To enrich the educational and social experience of Wyland Elementary students by 
fostering a strong connection between home, school, and the local community. 
2. To assist and support the school administrators and faculty in all areas where 
members may be asked to serve, and where the organization judges that its contribution 
will be meaningful.  
3. To provide educational enhancement through fundraising activities.  
 

ARTICLE III: BASIC POLICIES  
1. This organization shall be non-commercial, non-sectarian, and non-partisan. In 
accordance with its 501(c)(3) status, the organization shall not participate in, or intervene 
in (including the publishing or distribution of statements), any political campaign on 
behalf of or in opposition to any candidate for public office. 
2. The Wyland PTO School Directory, all organization-published materials, and social 
media pages/groups are for the private use of Wyland families only. They may not be 
used for commercial solicitation, non-district-related business, or the promotion of 
non-district activities. 
3. This organization shall not seek to direct the administrative activities of the school or to 
control its policies. While the PTO may provide feedback or recommendations to the 
School Board, it shall remain a supportive partner rather than a policy-making body. 
4. This organization may cooperate with other organizations and agencies in child 
welfare whose objectives, purposes, and activities are consistent with the objectives 
contained within these Bylaws.  
5. All members of this organization are required to abide by these Bylaws.  
6. All members are expected to conduct themselves in a respectful manner that will not 
disrupt the orderly process of any Wyland PTO meeting. If a disruption occurs, either the 
The principal or a member of the Executive Board has the right to table the issue until a 
later date.  
 
 



7. The President(s) may approve up to $100 for materials for a particular Wyland PTO 
function without prior approval of the Executive Board members. The Executive Board 
may approve expenditures in accordance with the budget without prior communication to 
the general membership. All expenditures will be reported at the upcoming Wyland PTO 
general meeting.  
8. a. Any expenditure between $100-$1,000 must be approved by the board.  

b. Any expenditure over the amount of $1,000 and NOT included in the approved 
yearly budget will be voted for approval by the general membership.  

9. All requests for reimbursement from anyone incurring expense on behalf of the Wyland PTO 
must be presented to the Treasurer in writing via the treasurer’s email address: 
treasurer.wylandpto@gmail.com including a receipt or invoice within one (1) month of the 
expense being incurred. After that time, the expense will be repaid at the discretion of the 
Wyland PTO Executive Board. All reimbursements will be issued by the Treasurer from the 
Wyland PTO bank account via check or an authorized electronic payment (such as Venmo or 
PayPal) by prior arrangement, with no other payment forms, including cash at events, permitted. 

10. If a check written to the Wyland PTO is returned to the Wyland PTO from its bank for 
insufficient funds, the check writer will be expected to reimburse the Wyland PTO for the 
full amount of the check plus the current fee amount that the Wyland PTO’s bank 
charges to the Wyland PTO. If the Wyland PTO is not reimbursed by the check writer in a 
timely manner, the executive board may vote on behalf of the organization to refuse 
further checks from that person until all money owed to the Wyland PTO is paid in full.  
11. An Executive Board Officer may undertake new projects outside his/her duties upon 
Board approval. These projects will be reported at the upcoming Wyland PTO general 
meeting.  
12. A minimum balance of $3,000 will remain in the Treasury to begin the new school 
year. The budget year will be July 1 through June 30.  
13. Non-Inurement (Personal Profit) The Wyland PTO is a non-profit organization. No 
part of the organization's net earnings shall be used to benefit or be distributed to its 
members, officers, or any other private individual. 

Exception for Service: This does not prevent the PTO from paying a reasonable, 
fair-market fee to a person or business for specific services that help us achieve 
our goals (e.g., paying a DJ for the school dance or a licensed accountant for a 
formal audit) 

14. Indemnification. To the fullest extent permitted by law, the Wyland PTO will protect 
and indemnify its officers and members against legal judgments, settlements, and 
reasonable expenses (including attorney fees) arising from their service to the 
organization. This protection does not apply if the individual: 

a. Acted in bad faith, was deliberately dishonest, or committed acts material to 
the legal proceeding. 
b. They personally gained a financial profit or advantage to which they were not 
legally entitled. 

15. In the event of dissolution of this organization, all remaining funds will be transferred 
to Wyland Elementary School. 
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ARTICLE IV: PTO MEMBERSHIP  
1. All parents and guardians of children in Wyland Elementary School are members of 
the PTO.  
2. All members may participate in business meetings, may serve in an appointed and/or 
elected capacity, and have voting privileges.  
3. Each member is entitled to receive a copy of the Wyland PTO School Directory.  
4. Honorary membership is afforded all faculty and administration of Wyland Elementary 
School.  

ARTICLE V: GENERAL MEETINGS  
1. Regular business meetings shall be held in accordance with the schedule set forth by 
the Executive Board. All business meetings shall be announced to the Wyland PTO in 
advance and be open to all members of the Wyland PTO.  
2. Ten members (including Executive Board members) constitute a quorum at all 
meetings of the organization.  
3. If some matter of pending business cannot wait until the next regular business 
meeting, a special meeting may be held by the agreement of the Executive Board.  

ARTICLE VI: FUNCTION OF THE EXECUTIVE BOARD 
1. The Executive Board Officers of this organization shall be President (or 
Co-presidents), Vice President, Recording Secretary, Communications Secretary, 
Treasurer, Assistant Treasurer, and Volunteer Coordinator.  
2. These Executive Board Officers shall comprise the Executive Board. Four members 
constitute a quorum of said Board.  
3. The duties of the Executive Board shall be to supervise the general affairs of the 
organization between its regular meetings and to perform such other duties as specified 
in these Bylaws. It is subject to the order of the Membership and none of its acts shall 
conflict with action taken by the organization.  

a. To approve Enhancement Funds as follows:  
● Kindergarten, 1st, 2nd, 3rd, 4th, 5th............................up to $200 per teacher  
● Art, Library, Music, and Physical Education……...up to $500 each 
(amount will be determined by monies raised)  
● Any permanent educational, instructional and/or support  
positions………………………………………………...up to $200 each  
(amount will be determined by monies raised.)  

b. All enhancement monies must be spent by May 1st of the current school year. 
A written request may be made to roll over funds for the purchase of a larger 
item. This request must be approved by the Executive Board.  
c. All monies not spent from the Enhancement Funds of the current school year 
will be used to purchase items for the benefit of the entire school as determined 
by the Principal and the Executive Board.  



d. Any additional requests for funds will need to be approved by the Executive 
Board prior to purchase including year-end disbursements to the principal.  
e. Any/All items purchased with Enhancement Funds is the sole property of 
Wyland Elementary School  

4. The Vice President will serve as the primary point of contact for all new fundraising 
proposals.  
Board members are encouraged to identify opportunities, any new project should be 
presented to the Vice President for initial review and coordination. 

a. The Vice President will research and evaluate all fundraising opportunities to 
determine the appropriateness, quality, and variety of fundraisers and ensure they 
align with the organization’s objectives and do not overburden the Wyland 
community. 
b. The Executive Board holds the authority to approve and schedule fundraising 
projects. Formal approval by the general membership via vote is not required for 
individual fundraising initiatives, provided they fall within the scope of the 
approved annual budget. 
c. All newly approved fundraising projects shall be reported to the general 
membership at the next scheduled PTO meeting. The Executive Board welcomes 
feedback or suggestions from the general membership regarding the fundraising 
calendar. 

5. Regular meetings of the Executive Board shall be held prior to each meeting of the 
organization at a time specified by the Executive Board. Special meetings of the 
Executive Board may be called by the President(s) or by a majority vote of the Executive 
Board.  
6. The Executive Board will accept nominations and/or volunteers from the general 
membership for all Executive Board positions except the Wyland PTO President(s).  

a. Only members who have previously held an Executive Board or 
Sub-Committee position for a one-year term within the Wyland PTO are eligible to 
be nominated for the office of President/Co-President.  

7. Selection of the Vice President 
The Vice President position is designed as a multi-year leadership track, with the intent 
to transition into the Co-President role. Serving one year as Vice President, followed by a 
two-year term as Co-President. 
Due to the nature of this leadership track and the need for continuity, the selection 
process is as follows: 

a. Recruitment: The Executive Board identifies and recruits potential candidates 
from the school community based on the organization's current needs and the 
volunteer's experience. 
b. Volunteers: Interested members are encouraged to express their interest to 
any current board member for consideration. 
c. Appointment: The Vice President candidate or volunteer is approved by a 
majority vote of the Executive Board during the voting meeting or the annual 
summer planning meeting. 



 
8. All candidates for nomination must signify their consent in order to be eligible for 
nomination.  
9. Only parents/guardians of Wyland Elementary School students, who are members of 
this organization, are eligible to serve in elected positions.  
10. All nominations will be submitted in writing to the Executive Board. The slate of 
candidates will be presented at the Wyland PTO general meeting immediately preceding 
the election meeting, and posted in the Wyland PTO newsletter. The election of officers 
shall occur at the April or May Wyland PTO meeting by ballot.  
11. Executive Board Officers shall assume their duties in said position through the end of 
the fiscal year and shall serve for a term of two years.  
12. The Executive Board Officer positions will expire in alternate years as follows: 
President, Assistant Treasurer, Communications Secretary and Volunteer Coordinator in 
the same year; Co-President, Vice President, Treasurer, and Recording Secretary in the 
following year. The Board reserves the right to adjust the tenure schedule due to 
unexpected vacancies.  
13. If no one is interested in a Board position, and the current officer is willing to stay on 
(after a 2-year term has expired), the Executive Board will vote as to whether they may 
remain in said position. Any Executive Officer may resign upon written request to the 
Executive Board.  
14. If a vacancy occurs in the office of President/Co-President during an unexpired term, 
the Vice President shall serve the remaining term. 
15. A vacancy occurring in any other office shall be filled for the unexpired term by 
majority vote of the remaining members of the Executive Board with proper notice of 
such election given in advance. If the Executive Board feels that any given Board 
Member is not conducting his/her job in the best interest of the Wyland PTO, the 
Executive Board must meet and decide what action to take. The Principal and said 
Member will be advised and action taken. The general membership will be advised of 
any changes either through the Wyland PTO newsletter or at the upcoming Wyland PTO 
general meeting. 

ARTICLE VII: DUTIES OF THE EXECUTIVE BOARD OFFICERS  
1. It shall be the duty of the President(s) to:  

a. Preside at all meetings of the organization and of the Executive Board.  
b. Act as liaison between school staff (Principal and Faculty) and the Wyland 
PTO, ensuring needs of both are met.  
c. Meet individually or collectively with teachers when necessary to welcome, 
question, coordinate, or enlist their aid.  
d. Oversee all activities and projects of the Wyland PTO.  
e. Approve the Wyland PTO newsletter. (The communication will then have to 
meet the approval of the Principal at Wyland before distribution.)  



f. Coordinate the work of the other officers and committees in order that the 
objectives of the organization may be promoted.  
g. Submit the Wyland PTO calendar to Hampton Township School District 
Administration.  
h. The President(s) or a designee will serve as a standing member on the School 
Community Council and Student Recognition Committee.  

2. It shall be the duty of the Vice President to:  
a. Act as an aide to the President(s) and perform the duties of the President(s) in 
the absence or inability of the President(s) to serve. 
b. Coordinate up to a maximum of three (3) Wyland PTO-funded school 
assemblies as the budget permits. (Approval must be met by the Executive Board 
before any money is disbursed for payment.)  
c. Research fundraising opportunities.  
d. Approve any committee communications (paper or electronic) prior to 
distribution to the parents of students at Wyland. (Submitting these materials to 
the Principal’s Administrative Assistant constitutes final approval from the 
Principal.)  

3. It shall be the duty of the Recording Secretary to:  
a. Record the minutes of all Wyland PTO Board and general meetings and submit 
them to the Board for correction prior to the next meeting.  
b. Send a copy of the minutes of each Wyland PTO general meeting to the 
Communications Secretary who will place them in the Wyland PTO newsletter 
and provide a copy to the Wyland Administrative Assistant to post on the Wyland 
PTO website.  
c. Provide copies of the minutes from both the Board and general meetings to the 
school principal.  
d. Coordinate all incoming/outgoing correspondence, including thank you notes, 
invitations, information requests, etc. Address any of the correspondence at the 
monthly Wyland PTO meeting and post any pertinent correspondence on the 
Wyland PTO bulletin board or provide information to the Wyland Administrative 
Assistant to post on the Wyland PTO website.  
e. Provide minutes, which require a majority vote for approval at each Wyland 
PTO general meeting.  
f. Perform the duties of the Communications Secretary in absence of said 
position.  
g. Attend monthly Key Communicator meetings if Key Communicator is unable to 
do so.  
4. It shall be the duty of the Communications Secretary to:  
a. Compile and edit PTO email communication.  
b. Compile, distribute, and collect the PTO beginning of the year information 
packets. 
c. Compile and edit the information to be included in the Week @ Wyland as 
needed at the discretion of the Communications Secretary and PTO  



Co-Presidents.  
d. Be responsible for the distribution of all organization communication including 
the online PTO Flyers and the Wyland PTO email communication. The PTO email 
communication must be approved by the Wyland PTO President(s) first, and then 
the school Principal.  
e. Provide the Wyland Administrative Assistant with information to add to the 
Wyland PTO website and include in the Week @ Wyland on a regular basis.  
f. Maintain listing of current PTO Committee Chairpersons.  
g. Arrange updates of PTO information contained on the school district website. 
h. Perform the duties of the Recording Secretary in absence of said position.  

5. It shall be the duty of the Treasurer, who may be bonded (optional) to:  
a. Prepare the budget, which shall be reviewed and approved by the Executive 
Board. Once approved, the Budget shall be presented to the general membership 
for their vote of approval at the first PTO meeting of the school year.  
b. Handle and keep a full and accurate record of all income and expenditures.  
c. Make disbursements in accordance with the approved budget as authorized by 
the organization, the Executive Board or President(s).  
d. Present a financial statement at every Wyland PTO meeting and at any other 
time when requested by the Executive Board or President(s), i.e.: previous 
balance, income, disbursements, balance on hand, previously approved future 
expenses, and discretionary balance.  
e. Monitor cash flow for all events involving cash transactions and see that all 
committee chairpersons sign off on the monies collected at their particular event. 
If the Treasurer is unable to be present to sign off on monies collected at an 
event, the Treasurer must arrange for the Assistant Treasurer or another member 
of the Wyland PTO Board to sign off on the monies of said event.  
f. Present a full-year report of the prior year at the first meeting of the current 
year. 
g. Receive Enhancement Fund requests offered for educational purposes and 
review them with the Executive Board for approval.  
h. Receive approval from the majority of the PTO Board before writing any checks 
to grade level teachers towards the Enhancement and/or Field Trips ensuring that 
receipts accompany all Enhancement requests.  
i. Present a monthly Financial Report, upon request, to the Executive Board 48 
hours prior to each general meeting for their review.  
j. The Treasurer’s report should be approved at each Wyland PTO general 
meeting.  
k. Submit the most recent Financial Report to the Communications Secretary for 
communication to the Wyland Community.  
l. Prepare a Financial Report in accordance with Hampton Township School 
District policy for the Assistant Superintendent by Oct. 1st of each year, unless 
the Assistant Superintendent approves a later date.  



m. Maintain financial records including documents concerning expenses including 
receipts, proof of contributions, accounting procedures, and other documents 
concerning the financial state of the Wyland PTO must be retained for audit 
purposes for a minimum of seven years.  
n. Reconcile the bank account monthly. Treasurer shall provide co-signer access 
to all applicable Executive Board Officers.  
o. The outgoing Treasurer shall transition all fiscal responsibilities to the newly 
elected Treasurer and Assistant Treasurer by July 1st, with the final, complete 
transfer of all physical records, digital accounts, and banking access to be 
finalized no later than 14 days following the end of the term. 

6. It shall be the duty of the Assistant Treasurer to:  
a. Assist the Treasurer in all duties.  
b. Make deposits.  
c. Sign checks for disbursement in the absence of the Treasurer  
d. Serve with the intent to assume the role of Treasurer. 
e. Serve as a co-signer on all PTO bank accounts.  
f. Independently evaluate all fiscal transactions of the Treasurer and Executive 
Board.  
e. Compliance & Receipting: Issue IRS-compliant charitable contribution receipts 
to donors for contributions of $250 or more, ensuring the PTO’s EIN is included. 

7. Joint Financial Accountability and Compliance: 
The Treasurer and Assistant Treasurer shall work collaboratively to ensure the 
organization maintains absolute compliance with federal and state regulations governing 
501(c)(3) non-profit organizations. Both officers share joint responsibility for executing 
the following duties: 

a. Tax Filing and Regulatory Compliance: Ensure the timely preparation and filing 
of the organization's annual IRS information return. The appropriate form shall be 
determined by the organization's annual gross receipts as follows: 

●​ Form 990-N (e-Postcard): If annual proceeds are less than $50,000. 
●​ Form 990-EZ: If annual proceeds are between $50,000 and $200,000. 
●​ Form 990: If annual proceeds are greater than $200,000. 

All tax filings must be submitted by the statutory deadline of the 15th day of the 
5th month following the close of the organization’s fiscal year (December 15th). 
The drafted return must be presented to the Executive Board for review prior to 
submission. 
b. Donor Compliance and Receipting: Co-manage the documentation of 
charitable gifts. The officers shall issue IRS-compliant written acknowledgments 
to donors for any single contribution of $250 or more. Each receipt must explicitly 
include the organization’s Employer Identification Number (EIN), the tax-exempt 
status statement, and a declaration regarding whether any goods or services 
were provided in exchange for the contribution. 

 
 



 
 
8. It shall be the duty of the Volunteer Coordinator to:  

a. Provide each committee chairperson with a list of volunteer helpers from the 
annual Wyland PTO questionnaire.  
b. Create, distribute and monitor any Sign-Up-Genius links for assistance during 
PTO Events.  
c. Update Social Media platforms with events, details, and requests to volunteer 
at PTO specific events.  
d. Coordinate volunteers for classroom parties during Halloween, Holiday and 
Valentine’s Day.  
e. Oversee the role of Homeroom Coordinator.  

ARTICLE VIII: THE GENERAL MEMBERSHIP  
1. The Board shall consist of the previously listed elected officers of the organization and 
others who may be appointed by the elected officers such as, but not limited to, 
representatives of standing and/or special committees.  
2. The standing committees shall be listed in the Wyland PTO School Directory.  
3. Committee Chairperson and Co-Chairperson are voluntary positions. In a case where 
no volunteer is forthcoming to chair a committee, that activity shall be cancelled.  
4. Key Communicator- Two Key Communicators shall be elected by the general 
membership. Each Key Communicator will serve a two year term, with terms expiring in 
alternating years.The Executive Board will accept nominations and volunteers from the 
general membership. Each nominee will be presented at the Wyland PTO general 
meeting immediately preceding the election meeting and posted in the Wyland PTO 
newsletter. The election of Key Communicator will occur during the same meeting as the 
election of the Executive Board. The Key Communicator is not a member of the 
Executive Board. If no one is interested in this position, and the current Key 
Communicator is willing to continue to serve in this position(after a 2-year term has 
expired), the Executive Board will vote as to whether they may remain in said position 

a. Purpose and Mission: Two Key Communicators shall serve as ambassadors 
and liaisons between the Wyland parent community and the District 
administration. In alignment with the District’s mission to foster open 
communication and collaboration, the Key Communicators shall: 

●​ Attend all District-level Key Communicator meetings hosted by the 
Superintendent. 

●​ Participate in collaborative discussions to build trust and solve problems 
within the school community. 

●​ Actively relay District information, administrative updates, and 
parent/guardian concerns during general PTO meetings to ensure families 
are informed and engaged. 



b. The Recording Secretary shall serve as the primary alternate for the Key 
Communicators. In the event a Key Communicator is unable to attend a district 
meeting or fulfill their duties - the Recording Secretary will attend in their place to 
ensure consistent representation and reporting for Wyland Elementary. 

5. A representative of the committee (preferably the Committee Chairperson) will provide 
a report to the Board in advance of a scheduled monthly Wyland PTO meeting to advise 
on progress, seek assistance, etc.  
6. The school Principal and the Board Vice President must approve all committee 
communications, paper or electronic, prior to distribution to the Wyland community.  
7. A committee chairperson must keep a file with complete and accurate records of all 
committee correspondence and activities. This file shall be passed on to the subsequent 
chairperson.  
8. Board Executives shall make themselves available to the committees.  
9. Any committee chairperson or or any member elected to a position reporting to the 
Executive Board may be removed at any time for cause at a regular or special meeting 
called for that purpose by a majority of the Executive Board.  

ARTICLE IX: STANDING AND SPECIAL COMMITTEES  
1. Standing Committees shall be created by the Executive Board as deemed necessary 
to promote the objectives and carry on the work of the organization. Chairpersons of 
Standing Committees may remain on such committees for at least two (2) years with the 
option of remaining in the position, via a vote (ballot) if there is no other interested party.  
2. The President(s) and/or a designated Executive Board member shall be a member of 
all committees.  
3. The President(s) and/or Executive Board may appoint special committees. The term of 
a special committee expires when its purpose or activity is completed.  

ARTICLE X: BYLAWS  
1. At least every two (2) years, the Executive Board and Principal shall review the 
existing Bylaws.  
2. Any proposed revisions to the Bylaws shall be distributed to the General Membership 
for review at any point during the school year, but no later than the April general PTO 
meeting. 
3. General Membership shall vote to approve proposed revisions of Bylaws at a general 
Wyland PTO meeting.  
4. If General Membership does not approve the revised Bylaws by a two-thirds majority 
vote, a committee may be formed by the President(s) and Principal to resolve these 
issues.  
5. Copies of these revised Bylaws will be available for distribution on the PTO website 
and upon request. A copy will be kept on file in the main office and library. 

 
 



 
 
These By-Laws were revised and submitted by the Principal of Wyland Elementary School and 
the Executive Board in May 2026:  
Dr. Michael Silbaugh, Principal  
Erin Hughes, Co-President  
Abby McMahon, Co-President  
Becky Eckenrod, Vice President  
Katy Rusilko,Treasurer  
Carrie Andreas, Assistant Treasurer  
Julie Pompizzi-Jablonowski, Communications Secretary  
Sarah Winkler, Volunteer Coordinator  
Shaina Thomas, Recording Secretary  
 
The By-laws were approved at the General Meeting of the Wyland PTO on May 27th, 2026. 


	WYLAND ELEMENTARY PARENT TEACHER ORGANIZATION BYLAWS  
	ARTICLE I: NAME  
	ARTICLE II: OBJECTIVES  
	ARTICLE III: BASIC POLICIES  
	ARTICLE IV: PTO MEMBERSHIP  
	ARTICLE V: GENERAL MEETINGS  
	ARTICLE VI: FUNCTION OF THE EXECUTIVE BOARD 
	ARTICLE VII: DUTIES OF THE EXECUTIVE BOARD OFFICERS  
	ARTICLE VIII: THE GENERAL MEMBERSHIP  
	ARTICLE IX: STANDING AND SPECIAL COMMITTEES  
	ARTICLE X: BYLAWS  


