Parent Teacher Organization of Mason Preparatory School

By-Laws

(Revised 2009)

ARTICLE I – Organization

1. The name of the organization shall be the Mason Preparatory School (MPS) Parent Teacher Organization
2. The purpose of the organization shall be to strive to provide support, fiscal and non-fiscal, for MPS, to promote cooperation and the exchange of information about the needs of the school and its programs and activities, and to encourage the participation of parents, faculty, administration, staff and all other interested person for the unified spirit of the school.
3. The business and affairs of this Organization shall be managed by its Board of Directors or by such committees as the Board may establish pursuant to these by-laws.
4. The number of Directors of the Organization shall be determined from time to time by the Executive Committee and shall not be fewer than three (3).  Each director shall hold office for at least a school calendar year.  
ARTICLE II- Members

1. Membership in the organization shall be open to parents, grandparents, faculty, administration, staff and any other interested persons.
2. Annual family membership dues shall be determined by the PTO Board and payable at the time of membership registration.  All parents, faculty, staff and board members shall be encouraged to be fiscally supportive of the Organization.
3. Each PTO Board member shall be entitled to one (1) vote.  When a general meeting of the full membership of the organization is called, each family membership shall be entitled to one (1) vote. 
ARTICLE III – Meetings

1. There shall be a minimum of two (2) general meetings of the Organization per school year. The first meeting shall be held within the first thirty (30) days of the new academic school year and the last meeting to be held within the last thirty (30) days of the same academic school year.  These time frames may be extended by vote of the Board of Directors.  The meetings may be held in conjunction with general meetings called by the school administration.  The officers, along with the school administration, shall designate the time and place of the general meetings.

2. The Board of Directors shall meet on a regular basis throughout the school year.  A minimum of seven (7) Board of Director meetings shall be held during the school year to be called by the Executive Committee of the organization.  Other meetings of the organization may be held from time to time as called by the president of the Organization.

3. Notice of the Board of Director meetings shall be communicated to Board members in such a manner as the president shall deem necessary.  Notice of general membership meetings shall be given through school publications and/or in such manner as the president shall deem necessary.

4. Unless otherwise provided in these by laws, “Roberts Rules of Order, Newly Revised” shall be observed as the rules of procedure for all meetings of the members and the Board of Directors.  The Goals and Evaluation chairperson shall serve as parliamentarian.

5. A quorum shall consist of 20% (percent) of the Board of Directors in good standing.  Meetings may take place with less than a quorum present, but any vote taken would have the effect of a recommendation only.  Recommendations shall then be presented at a meeting with a quorum present so that a vote may be taken.  

6. Votes must be cast in person and may not be cast in proxy.  
ARTICLE IV- Officers

1. The executive committee shall be president, vice-president, secretary, treasurer, goals/evaluation (prior year’s president) and president elect.  

2. The officers (with the exception of treasurer) shall hold office for one (1) calendar year beginning the last convening day of school.   Transition activities between serving officers and newly elected officers shall begin in March and may continue through the beginning of the new school year.  

3. The Board of Directors shall consist of the Executive Committee, the chair person from each committee and a faculty liaison.

4. The nomination process for all Board of Director positions and Executive Committee Officers shall begin in the first and second month of the calendar year (January/February).  This nomination process shall consist of the following: an announcement shall be made to all standing Board of Directors and Executive Committee Officers at the monthly meeting regarding the beginning of the nomination process.  Notification of the beginning of the nomination process shall be communicated to the general membership via standard communication channels (newsletter, e-mail, flyers, etc.).  Notice of the nomination process will be given to the general membership at least six (6) weeks before the election of positions. Board of Directors who have held their current position for only 1 year may nominate themselves to serve another year in the same position.  To remain in a Board position for greater than 2 terms, a nomination for the individual to serve any subsequent terms in the same position must be made by another Board member.  An individual who is not currently serving on the Board may nominate themselves for a position or be nominated by another individual.  The nominations will be taken by the President and/or Vice President in the following manner: 1) nominations from the floor at a Board of Directors meeting, or 2) nominations made via e-mail sent directly to or forwarded to the President or Vice President, or 3) via a nominations form.  All nominees will be notified of their nomination via e-mail by the current President or Vice President.  Any nominee can withdraw their name from consideration.  The nomination process and nomination notification shall be carried out prior to the elections (prior to March/April election meeting).
5.  Election of Board of Director Postions:
When only one nomination exists for a Board of Director position, the position will be filled by the nominee without an election process.  For all Board of Director positions where two or more individuals have been nominated for the same Board of Director position, an election will be held to determine which nominee will fill the position.  The election of Board of Director members will take place at a regular Board of Directors meeting (the meeting will be held in the March/April timeframe).  All nominees for a given position will be dismissed from the meeting for the duration of the voting for their position.  Anonymous paper ballot voting will be used to determine the individual elected to the Board of Director positions.  Votes will be counted by the Goals and Evaluation chairperson and announced to the Board of Directors and Executive Committee.  In the event Co-Chairs are elected, each office only carries one (1) vote.  

6. Election of Executive Committee Officers:

The president elect will solicit nominations for Executive Committee Officers and will collect any nominations made from the Board of Directors or the general membership through the January, February timeframe.  The Goals and Evaluation Chairperson will present the slate of Executive Committee candidates to the standing Executive Committee Officers for their approval.    After all Executive Committee nominees have been approved by the standing Executive Committee, the Goals and Evaluation Chairperson will present the slate of candidates for Executive Committee Officers to the full Board of Directors and Executive Committee members.  When only one nomination exists for an Executive Committee Officer, the position will be filled by the nominee without an election process.  For all Executive Committee positions where two or more individuals have been nominated for the same position, an election will be held to determine which nominee will fill the position.  The election of Executive Committee Officers will take place at a regular Board of Directors meeting.  All nominees for a given position will be dismissed from the meeting for the duration of the voting for their position.  Anonymous paper ballot voting will be used to determine the individual elected to the Executive Committee positions, Votes will be counted by the Goals and Evaluation chairperson and announced to the Board of Directors and Executive Committee.  

7. The President shall be the principle executive officer of the organization and shall supervise and control the business and affairs of the organization.  He/She shall preside at all of the meetings of the members and the officers.  He/She may sign with the secretary or any other officer any documents which the officers have authorized to be executed.

8. The Vice-President shall assist the President with supervising and controlling the business affairs of the organization.  In the absence of the president or in the event of his/her inability or refusal to act, the vice-president shall perform the duties of the president, and when so acting shall have all of the powers of and be subject to all of the restrictions upon the president.  If the vice-president is called upon to assume the duties of the president prior to January 1(first) of the same school year, the Goals and Evaluation Chairperson will solicit nominations from the current Board of Directors for the vacant Vice President position.  Nominees will be presented to the Executive Committee for approval.  Once approved, nominees for the vacant Vice President position will be presented to the Board of Directors for election via the process described in Article IV, section 6.  The newly elected Vice President may continue to serve in their Board of Director role in addition to their role as Vice President.  

9. The Treasurer shall have charge and custody of and be responsible for managing and maintaining the accounting records for the organization.  The Treasurer shall present a written report at all board meetings and in general perform all the duties incident to the office of treasurer as may be assigned.  The content of the treasurer’s report will include a reporting of the up-to-date actual versus budgeted expenditures and receipts for the organization along with other information that may be specifically requested by the Executive Committee.  The Treasurer will be responsible for monies due and payable to the organization and those due and payable to vendors or other entities.  The treasurer will draft checks for payment to vendors and other entities with which the organization conducts business.  The treasurer will enter deposits made by the assistant treasurer into the accounting records, reconcile banking statements and facilitate preparation of tax returns and other financial documents for the organization.  The PTO Policies and Procedures (see addendum) detail checks and balances for the treasurer.  The treasurer’s term of office will be 18 months (May 1 of one year through October 31st of the following year).  Upon completion of the first 12 months of service, the treasurer will serve in a transition role for the last 6 months of the term of office.  The outgoing treasurer will assist the incoming treasurer from May 1 through October 31st.  The outgoing treasurer will have primary responsibility for closing out the books for the fiscal year on June 30th.  The incoming treasurer will begin assuming primary responsibility for drafting checks, reconciling bank statements, etc. at the beginning of the new fiscal year (July 1) but will be mentored and advised by the outgoing treasurer until October 31st at which time the outgoing treasurer completes his/her term. 
10. The assistant treasurer will make all deposits for the organization.  The assistant treasurer shall not have signature privileges on the bank account of the organization.  The assistant treasurer may participate in Executive Committee meetings at the request of the Treasurer.  
11. The secretary shall keep the minutes of the meetings of the Board of Directors and Executive Committee; see that all the notices are duly given in accordance with the provisions of these by –laws; be the custodian of the organizations records and in general perform all of the duties incident to the office of the secretary including taking and reading PTO general meeting minutes and other such duties from time to time may be assigned by the president or by the executive officers.  The minutes are to be typed and emailed to the board with a hard copy printed and stored in a binder  accessible to Board Members, Executive Committee members and available to the general membership. This binder should be located on the school premises or at the home of the president or other executive officer but also kept from year to year to maintain accurate records for future officers.

12. Executive Committee Officers shall not miss more than two (2) consecutive board meetings without a valid excuse or they may be asked by the remaining Executive Committee members to relinquish their title.

ARTICLE V- Committees

1. The executive officers may by resolution create such committees as may be deemed by them appropriate to carry-out the purposes of the organization.

2. The Goals and Evaluations position shall be held by the immediate past president of the PTO.    The Goals and Evaluations chair shall serve as parliamentarian. The Goals and Evaluations chair shall solicit nominations for year-end PTO student citizenship awards and together with the school administration determine the recipients for these awards; solicit nominations and determine recipients of other PTO awards which are designated by the PTO Board of Directors.  The Goals and Evaluation Officer will participate in the nomination and election of Board Members and Executive Committee Officers as described in Article IV above.   

3. Each committee of the Board of Directors shall carry only one (1) vote.

ARTICLE VI- Disbursement of Funds

1. The Executive Committee has the power to disperse funds up to $500, if approved by a majority vote of the Executive Committee without the entire Board of Directors approval. 

2. Any disbursement of funds exceeding this amount must have majority approval from the PTO Board of Directors.

3. Any disbursement of funds that falls into predetermined categories outlined in the PTO Policies and Procedure (see addendum) must be dispersed in accordance with said policies and procedures. 

ARTICLE VII- Amendments

1. These by-laws may be altered, amended or repealed and new by laws adopted at any of the two (2) general organizational meetings by a majority vote of the membership in attendance.
Mason Preparatory School PTO Policies and Procedures

Policy and Procedure

PTO Fund Disbursement
TEACHER ENHANCEMENT GIFT

Effective August 2008

Category definition:  This category of PTO funding relates to giving teachers a stipend to help them with any out-of-pocket expenses they incur in setting up their classrooms.
Intent of funding:  The intent of the PTO Teacher Enhancement Gift is to “prepay” teachers for items that they may buy out-of-pocket during the school year for either their classroom or for the children.  

PTO’s intent:  We will offer a gift of $100 to each teacher to cover these unplanned expenses up front.  This money will be distributed within the first 2 weeks of school starting, each year that the board approves such spending.

Requirements needed to be fulfilled:  Only teachers who have direct teaching responsibility receive enhancement checks (i.e. teaching assistants do not receive checks).  Teachers who have responsibility for only a small portion of the students (i.e. Mrs. Bayme) will receive a $50 check.  The full time school counselor will receive $100.  This enhancement gift will not be distributed to the front office staff, business office staff, or the facilities management staff.  (The PTO may be able to offer a gift in these areas, if needed, but this would fall under other Discretionary Spending and it would require a request for funding.)

Teacher responsibility:  None.  Teachers do not need to fill out a request for funding; these checks will be automatically distributed once board approved. No receipts are necessary.
PTO responsibility:  The PTO will distribute these checks within the first 2 weeks of the beginning of the school year.  At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
FIELD TRIPS

Effective August 2008

Category definition: This category is for funding of school field trips that occur during the school year.  Some of these trips are pre-planned and others come up spontaneously during the year.   

Intent of funding: The PTO has a reserve fund built into the operating budget each year, which is to be used for said field trips.  Each year’s PTO Board of Directors determines the amount of this reserve fund.  This reserve fund is not guaranteed from year to year, but each new board must approve its existence and its value.  
PTO’s intent:  The intent of the PTO is to provide financial assistance to parents by subsidizing school field trips. 

Requirements needed to be fulfilled:  The field trip funding is based on requests from teachers.  Field trips are funded, in whole or in part, on a first come, first served basis.  The funding is for day trips only.  The PTO will not subsidize overnight field trips due to liability issues.   The teacher requesting the funding must fill out a field trip request form or a general request for funding and submit it to the current PTO President or Vice President. 
Teacher responsibility:  The teacher must fill out a general request for funding form and submit it to the current PTO President or Vice President. The form outlines details about the field trip, its educational and logistical nature, and the children that will be involved.
PTO responsibility:  The PTO President will have sole discretion to make a decision on any funding request under $200.  Any request for funding over $200 will be reviewed by the PTO Board Executive Committee.  Any amount larger than $500 will be taken to the PTO Board of Directors for approval.  Upon approval or denial, the teacher requesting the funding will be notified.  The school will pay the field trip provider directly and the PTO will reimburse the school.  The PTO can choose to fund all or part of the request submitted by a teacher. If the PTO only funds a portion of the request, the PTO bears no responsibility in funding the remaining portion.  At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
SCHOOL GIFT

August 2008

Category definition:  This funding category refers to the disbursement of excess funds from a school year’s budget that are often “gifted” to the school in a manner approved by the current head of school and the PTO Board of Directors.  The amount varies from year to year based on the excess funds available.

Intent of funding:  The intent of the funding is to help the school maintain and provide an optimal learning environment to all of our children.  It could be used for, but is not limited to, technology updates, capital expenditures, facility enhancement, curriculum enhancement, general school supplies, etc.
PTO’s intent:  If excess funds are available, the PTO President and Vice President will meet with the head of school to understand needs which could potentially be funded by the PTO.  The parties involved will form a collaborative decision about how the funds can best be used.  The PTO officers will bring the matter to the PTO Board of Directors for a vote.

Requirements needed to be fulfilled:  Any such disbursement of funds over $500 requires the vote of the full PTO Board.

Teacher responsibility:  None.

PTO responsibility:  After the funding proposal has been presented to the PTO Board or Directors, and a vote taken, the PTO officers will notify the school regarding the status of the funding.  At that time it will be determined how the funds will be dispersed (i.e.; to the school, to a vendor, etc.) At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
DISCRETIONARY SPENDING

Effective August 2008

Category definition:  This category is for funding requests of a one-time or miscellaneous nature.  They are requests that don’t fall into any other category or they include funding areas or staff positions at school, which aren’t covered in any other capacity in the PTO operating budget.  These events or areas might fall under general categories of Teacher Support, Student Support, Administration and Facility Support, Parent Support, etc.
Intent of funding:  The intent of the funding is for the PTO to assist the school in enabling the success of a variety of school hosted events that might require additional funding or to assist a faculty or staff member in an area that needs additional funding.
PTO’s intent: The PTO President will have sole discretion to make a decision on any funding request under $100.  The PTO Board Executive Committee will review any request between $100 and $500.  Any amount larger than $500 will be taken to the entire PTO Board of Directors for approval.
Requirements needed to be fulfilled:  The staff or faculty member should fill out a Request for Funding form noting the nature of the event and the impact on the school.
Staff responsibility: Per above.
PTO responsibility: The PTO board representative will notify the staff member of the approval or denial of funding.  If the request is approved, the funds will be dispersed to the faculty member upon receipt of the necessary invoices, receipts or proof of payment.  At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
GUIDANCE RELATED EVENTS

Effective August 2008

Category definition: These events are those that fall under the jurisdiction of the guidance counselor including but not limited to: Red Ribbon Week, D.A.R.E., Peer Mediation, New Students Club, etc. These are events or programs that are school administered and sponsored (not PTO) but are in need of additional funding to insure their success.

Intent of funding: The intent of the funding is to assist the guidance counselor monetarily with the execution of guidance related events, particularly those that are school wide, which impact a large number of children. 

PTO's intent: The PTO President will have sole discretion to make a decision on any funding request under $100.  The PTO Board Executive Committee will review any request between $100 and $500.  Any amount larger than $500 will be taken to the entire PTO Board of Directors for approval.

Requirements needed to be fulfilled: The guidance counselor should fill out a general request for funding form noting the nature of the event and the impact on the student body as a whole.

Staff responsibility: Per above
PTO responsibility:  The PTO board representative will notify the guidance counselor of the approval or denial of funding.  If the request is approved, the funds will be dispersed to the guidance counselor (or his/her representative) upon receipt of the necessary invoices, receipts or proof of payment.  At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
GENERAL ONE TIME FUNDING

Effective August 2008

Category definition:  This category applies to one-time unplanned requests for funding coming from the faculty or staff of the school.
Intent of funding: The intent of funding will vary as to the specific request.  In general, the intent will be for the PTO to provide financial assistance to the school in a way that will benefit the educational experience for the student body at Mason Prep; to provide financial assistance to the parent body of the school by way of subsidizing parental out of pocket expenses; or to provide financial assistance that will improve upon the job quality for faculty and staff of Mason Prep. 
PTO’s intent: The PTO President will have sole discretion to make a decision on any funding request under $100.  The PTO Board Executive Committee will review any request between $100 and $500.  Any amount larger than $500 will be taken to the entire board for approval.

Requirements needed to be fulfilled:  A standard request for funding form should be submitted to the current PTO President or Vice President. 

Teacher/Faculty/Staff responsibility:  The person requesting the funding should submit a request for funding form in full noting the nature of the funding and the impact on the student body as a whole.

PTO responsibility: The PTO board representative will notify the faculty member of the approval or denial of funding.  If the request is approved, the funds will be dispersed to the faculty member upon receipt of the necessary invoices, receipts or proof of payment. 
At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
CONTINUING EDUCATION 

TEACHER REIMBURSEMENT

Effective August 2008

Category definition:  This category is for the disbursement of funds to reimburse a Mason Prep teacher for expenses incurred from taking a continuing education course or class.

Intent of funding:  The intent is to help subsidize a teacher’s out-of-pocket expenditures for continuing their education and to encourage them to continue their education and remain current in new teaching practices.

PTO’s intent:  Per above.
Requirements to be fulfilled are as follows:

· Teacher must be a full time teacher at Mason Prep.

· Class must be at an accredited institution of higher learning.

· Class must be directly related to a skill or subject that will be utilized at MPS.

· Each teacher has a maximum reimbursement per year of   $100
· If a class costs more than the maximum amount offered per school year, that same class cannot be submitted in another school year for further reimbursement
Teacher responsibility: The teacher must fill out a general request for funding and include documentation that shows where the course was held, that the teacher paid for and attended the class, and the grade that was given.
PTO responsibility:  Upon receipt of the proper paperwork and documentation, the PTO will reimburse the teacher up to $100 per school year. At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

PTO Fund Disbursement
SETTING THE PTO BUDGET

Effective August 2008

Category definition:  This category is to determine how the newly appointed and/or elected PTO Board of Directors will establish the PTO’s operating budget for each new school year.

Intent of funding:  The intent is to outline the policy for how the budget is set for the school year.

PTO’s intent:  Per above.
Requirements needed to be fulfilled are as follows:  At the first board meeting of the year, the committee chairs are presented with their past year’s budget and asked to submit budget increase or reduction requests to the PTO President or Treasurer by a given date. After said date, typically within the first 10 days of school, the PTO Board Executive Committee members (as outlined in the MPS PTO By-Laws) should convene to discuss the budget. They will take into consideration the requests submitted by committee chairs as they go over each line item in the budget.  A budget from a previous year may be used as a starting point for the members.  Each line item in the budget is discussed and a dollar amount is allocated.  If there is reason to create new budget line items, the PTO Board Executive Committee may do so at this point.
Teacher responsibility:  None
PTO responsibility:  After the PTO Board Executive Committee has agreed upon a budget, it is presented to the PTO Board of Directors at the next regular meeting (or before, if funds need to be dispersed) and voted upon. Once there is passing vote of the budget, it stands for the school year. If amendments need to be made to the budget during the year, the board will vote upon said proposed changes. At any time, the current PTO Board of Directors may vote to change this amount or procedure.

Policy and Procedure

SELECTION OF PRESIDENT-ELECT

Effective May 2009
Category definition:  This category is to define how a current PTO Executive Board of Directors may select a President-Elect for the following year, in the event that one has not been elected in the previous spring’s election process.

PTO’s intent:  The intent is to put a qualified person in place as President-Elect during the course of a school year so that he or she can benefit from serving on the board before his or her term begins.  This has been determined to be a valuable time for a President-Elect to learn some of the specifics of running the board and has shown to help in the transition process from one school year to the next.  The ideal time period for this selection process to be completed would be no later than February of the school year in question.

Requirements needed to be fulfilled are as follows:  If no President-Elect has been elected for the current year’s board, the current Executive Board of Directors (as outlined in the By Laws), as a group, will identify the individuals they deem qualified to be considered for President-Elect.  A set of qualifying criteria will be outlined by that year’s executive board.  After identifying the possible candidates, the executive board will determine which of the candidates is interested in the position. If only one of the potential candidates is interested, the executive board will present this to the general Board of Directors for approval.  If more than one candidate is interested, the executive board will present the names as nominees to the general PTO Board of Directors and call a vote.   This process can take place any time during the school year.

Teacher responsibility:  None
PTO responsibility:  As listed above.  At any time, the current PTO Board of Directors may vote to change this procedure.

Policy and Procedure

Checks and Balances

PTO TREASURER 
Effective May 2009
Category definition:  This category is a supplement to the PTO Treasurer’s job description as outlined in the PTO Board of Director’s Job Descriptions document and the PTO By Laws. 

Intent:  The intent of the procedure to establish a practice of “checks and balances” within the organization’s financial branch.  It is also to help ensure a seamless transition between outgoing and incoming treasurers as they close out the books and reconcile accounts from one fiscal year and set up the operating budget for another.
PTO’s intent:  To ensure that all handling of PTO funds is strictly accounted for on a monthly basis by the current Treasurer, Assistant Treasurer and President.
Requirements needed to be fulfilled are as follows:  In addition to any requirements outlined in the By Laws, the Treasurer is required to make a presentation of the closing financial statements of the prior fiscal year to the Board of Directors at the first board meeting of the new fiscal year. The fiscal year ends June 31.  The new Board of Directors, by habit, meets in (but is not limited to) early August.   The Board will hold a vote at that time to approve the final financial statements from the previous year or call into question any uncertainties.  On a monthly basis, the Treasurer is also required to include with the “actual versus budget” financial report, the most recent bank statement showing current holdings and the month’s transactions. This statement should be copied and presented to the President and the Assistant Treasurer at the monthly meeting or at a time pre-determined by said parties.  The Assistant Treasurer is responsible for making sure that all deposits made are accurately reflected in the statement. The President is responsible for making sure that the bank statement reconciles accurately with the monthly financial statement as generated by the Treasurer.
PTO responsibility:  As listed above. At any time, the current PTO Board of Directors may vote to change this procedure.

