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Article I – Name
The name of this organization is the Valhalla High School Parent Teacher Organization (VHS PTO).  The organization is located in El Cajon, California.
Article II – Purpose
The purpose of this organization is to keep the spirit of our school alive with active communication among parents, faculty and administration, and to raise funds for the educational and recreational enrichment of students by:
· assisting students, teachers and administrators to improve the learning environment;
· making recommendations and providing feedback regarding school policy;
· offering supportive services;
· purchasing materials and supplies; and
· any other board approved projects.
While it is the intent of the organization that its programs and events benefit all of the existing (and possibly future) students at Valhalla High School, the organization may expend funds for programs or events that benefit only one grade, one class or one student, at the discretion of the membership, as long as the purpose of the expenditure is reflected in at least one of the foregoing purposes of the organization.
Article III – Politics
The organization or membership, as a unified body, will not endorse any candidate or take any political stand. 
Article IV – Membership and Dues
· Section 1:  Membership is open to parents, caregivers, teachers and staff of Valhalla High School.
· Section 2:  VHS PTO shall conduct an annual enrollment of members, but may admit persons to membership at any time during the year.
· Section 3:  Dues shall be $25.00 per person, paid annually.  Price may be modified anytime with board approval. 
Article V – Executive Board Officers, Committee Chairs and Elections
· Section 1:  Executive Board Officers will be: President, Executive Vice President (Ways & Means/Fundraising), 2nd Vice President (Membership), Recording Secretary, Treasurer, Auditor, Volunteer Coordinator and Safety Coordinator.  
· Section 2:  All Committee Chairs are appointed by the President and ratified by the Executive Board (See Article IX).  Standing Committee Chairs are: Parliamentarian, Hospitality Coordinator, Baccalaureate Coordinator, Staff-of-the-Month Coordinator, Senior Recognition Coordinator, Grad Night Coordinator, Webmaster & Social Media Director, Teacher Grant Coordinator.
· Section 3:  Officers and Committee Chairs must be members of VHS PTO and parents or guardians of a student at Valhalla High School.
· Section 4:  A Nomination Committee of up to five (5) members shall be appointed by the Executive Board, preferably at the February Meeting.  No members shall serve more than two (2) consecutive years on the Nomination Committee.
· Section 5:  A proposed slate is to be presented at either the April or May Board Meeting, and the election is to be held at either the May or June General Membership Meeting.  Nominations may be made from the floor at that time.  Nominees must give permission to be placed on the slate. The Parliamentarian shall call out the proposed slate two times before declaring the nomination closed.
· Section 6:  Voting may be held by printed ballot or voice consent.  Nominations made from the floor and approved by the nominee may be written in.
· Section 7:  A term of office is one year in duration, July 1st through June 30th.  
· Section 8:  A President may not serve for more than two (2) consecutive years, unless approved by a 2/3 vote of the Executive Board. 
· Section 9:  Vacancies of an office (for an unexpired term) shall be filled by appointment of the President or of the Executive Committee, if the President is not seated.
· Section 10:  Officers shall serve for a term of one year or until their successors are elected and seated.  No officer shall be eligible to the same office for more than two (2) consecutive terms unless approved by a 2/3 vote of the Executive Board.  No officer may hold more than one elected office concurrently unless approved by a 2/3 vote of the Voting Members (See Article IX).
· Section 11:  A VHS PTO member shall not serve on the Executive Board while serving as a paid VHS or District employee or under contract to this organization.
· Section 12: An Executive Board Officer or a Committee Chair may be removed for misconduct by a 3/4 vote of the Voting Members (See Article IX).

Article VI – Duties of Executive Board Officers 
· Section 1:  All officers are expected to attend all VHS PTO monthly meetings and to assist in VHS PTO sponsored activities.
· Section 2:  The President shall:
a. Preside over all meetings.
b. Help coordinate the activities of other officers and Committee Chairs.
c. Appoint Committee Chairs when necessary.
d. Be an ex-officio member of all committees other than the Nominating Committee.
e. Call meetings of the Executive Board as necessary; and
f. Approve all printed materials for school distribution under VHS PTO heading.
g. Approve payment of any unplanned bills within the means of the annual budget, (not to exceed a cumulative total of TWO HUNDRED AND FIFTY DOLLARS ($250.00) that occurs between meetings, must be presented and ratified at the next organizational meeting, and such activity must be recorded in minutes.

· Section 3:  The Executive Vice President shall:
a. Serve as the primary aide to the President;
b. Perform the duties of the President in the absence or disability of that officer to act; 
c. The Vice President shall also serve as Chairperson of Ways and Means/Fundraising: coordinate sponsorship drives, research and propose (for board approval) any new fundraising suggestions. 
d. Perform such other duties as may be prescribed in these Bylaws or assigned by the organization.

· Section 4:  The 2nd Vice President shall act as an aide to the President and Executive Vice President and shall, in their designated order, perform the duties of the President in the absence or disability of that office to act.
a. The 2nd Vice President shall also serve as Chairperson of Membership: coordinate membership drives and maintain a current list of the paid members of the organization. 

· Section 5:  The Secretary shall:
a. Keep accurate minutes of VHS PTO Meetings, and distribute minutes to all voting members at, or prior to, the monthly Meeting and to other parties upon request.
b. Prepare a list of unfinished business for the use of the President.
c. Have minutes available at meetings.
d. Keep copies of the Bylaws.
e. Record all expenditures in the minutes.

· Section 6:  The Treasurer shall:
a. Keep permanent books/records of accounts and gross income, receipts and disbursements.
b. Receive all money and deposit it into the VHS PTO bank account.
c. Pay bills owed by the VHS PTO having to do with VHS PTO business.
d. Maintain a running budget statement.
e. Be responsible for filing required tax and insurance forms.
f. Prepare and present an annual budget which shall be approved by the Voting Members. 
i. Keep the general membership informed of expenditures as they relate to the budget adopted by the organization upon written request.
ii. Present a written Treasurer’s Report at every meeting of the organization and/or the Executive Board and at other times when requested by the organization.
iii. Ensure two authorized signatures on all checks written (signers cannot authorize checks for their own reimbursement)
iv. Rectify monthly bank statements against budget statements, reporting any discrepancies (via monthly meetings) as they occur and until resolved.
v. Coordinate with the Auditor as needed.

· Section 7:  The Auditor shall: 
a. Audit the books and financial records of the organization at least semiannually, upon resignation of the Treasurer, or otherwise deemed necessary, and/or as requested by the President and/or Executive Board;
b. Conduct a mid-year audit to be completed preferably in January;
c. Conduct a year-end audit (in July), preferably by the outgoing Auditor;
d. Prepare a written report for adoption by the Voting Members, preferably for presentation at the September and February meetings; 
e. Not be related by blood, nor marriage, nor reside in the same household as the Treasurer and/or authorized signers of VHS PTO checks; 
f. Review bank and budget statements at least once per quarter; and
g. Coordinate with the Treasurer as needed.

· Section 8: The Volunteer Coordinator shall:
a. Work with the PTO President, School Principal, and designated teachers and/or staff members to coordinate volunteer assignments and activities at the school in support of student success;
b. Collaborate with other PTO board members, teachers and administrators to assess and identify how parents/guardians and community members can get more involved in volunteer efforts in support of designated school activities, events and functions; and
c. Oversees volunteer recruitment, training and assignments: and
d. Promote PTO objectives, membership and other related activities.

· Section 9: The Safety Coordinator shall:
a. Attend meetings as necessary to represent the PTO on School Site Safety committee;
b. Report out to PTO at monthly meetings; and
c. Chair programs and activities related to school safety, as needed.


Article VII – Duties of Committee Chairs (Coordinators)
· Section 1:  The Parliamentarian shall:
a. Attend all meetings of the organization, and give necessary advice in parliamentary procedure;
b. Call the first meeting of the Nominating Committee, conduct the election of a Chairperson of the Nominating Committee, give instructions in procedure and be available as needed to provide additional information;
c. Attend (subsequent) meetings of the Nominating Committee (only if elected to serve as a member of the committee); and
d. Chair the Bylaws committee, of at least three members appointed by the Parliamentarian, at the April meeting; reviewing Bylaws (at least) every two years. 
e. Present any changes to the Bylaws at a PTO meeting for ratification by Voting Members.
· Section 2:  The Hospitality Coordinator (Chair) shall:
a. Work with the Executive Board and other Committee Chairs to organize and set up refreshments, food and decorations for related PTO events, including monthly Staff and Teacher Appreciation events (breakfasts, luncheons, etc.); 
b. Maintain Hospitality supplies and equipment, including an updated inventory;
c. Present the Hospitality Budget for approval (at the start of the PTO year and/or as requested by the President or Executive Board);
d. Monitor authorized budget expenditures; and
e. Report on related plans (upcoming events) at meetings.

· Section 3:  The Baccalaureate Coordinator (Chair) shall:
a. Secure location and event speakers;
b. Facilitate day of event activities; and 
c. Provide Social Media Director information to post on social media.

· Section 4:  The “Staff-of-the-Month (SOTM)” Coordinator (Chair) shall:
a. Provide SOTM voting items, 
b. Review completed student ballots and notify Principal of results; and
c. Provide a “goody bag” to the Principal for presentation to the selected SOTM Teacher or Staff Member.
d. Provide Social Media Director information to post on social media.

· Section 5:  The “Senior Recognition” Coordinator (Chair) shall:
a. Identify/Develop the associated annual essay theme for Senior Essays and Baccalaureate Essay Contest;
b. Work with English teachers (of seniors) and Counseling Department to coordinate and communicate associated essay requirements and deadlines in a timely manner;
c. Assemble a committee to read submissions, determine the scholarship winners.
d. Notify the principal, the Counseling Department Chair and The Baccalaureate Chair of the winners.
e. Provide Social Media Director information to post on social media.

· Section 6:  The “Grad Nite” Coordinator (Chair) shall:
a. Work with designated Senior Class Officers and Advisor to determine available “Grad Nite” options and dates (early in school year);
b. Secure date and number of tickets with Disneyland or amusement park of choice;
c. Secure transportation to and from the event, as well as all other requirements;
d. Coordinate ticket sales and day of event departure requirements; and
e. Provide periodic updates to the Executive Board and PTO members.
f. Provide Social Media Director information to post on social media.

· Section 7:  The Webmaster Coordinator (Chair) shall:
a. Design and maintain the PTO Website, ensuring updated information and functionality; 
b. Perform duties as assigned by the Executive Board;   
c. Create and manage website, social media and printed material related to PTO events and communication; and   
d. Work closely with other Chairs as required to effectively coordinate and advertise event activities, including invitation design, registration forms, postings, etc. 
e. Coordinate with school admin to ensure informational blasts are sent out through the appropriate channels on PTO’s behalf.

· Section 8:  Teacher Grant Coordinator shall:
a. Send out Teacher Grant applications (September & January) to VHS teachers and staff: twice a year
b. Collect applications and present them to the PTO board.
c. Coordinate with principal to present the grant winners at a staff meeting: November and March

Article IX – Meetings 
· Section 1:  The PTO Meetings shall consist of PTO Executive Board Officers, the Committee Chairpersons, members-at-large, the Teacher Representative and the Principal (or a representative appointed by the Principal), all of whom shall be members of this PTO.  The school Principal (or designated representative), although not an elected officer, serves in an advisory capacity with full voting privileges.
· Section 2:  The PTO Meetings shall occur at least once a month during the school year (unless otherwise directed by the Executive Board Officers). The monthly meeting schedule will be posted no later than the first month of the school year. The PTO Meeting schedule shall be made available on the PTO website and social media sites.
· Section 3:  The Voting Members for purposes of the PTO meetings shall consist of the Executive Board Officers, the Committee Chairpersons, the Teacher Representative and the Principal. This PTO requires a quorum of six (6) Voting Members for the approval of any related transactions. 
· Section 4:  Voting by proxy is PROHIBITED.
· Section 5: Members at large are invited to attend any PTO meeting and speak during Open Forum time allotted on the meeting agenda. 
· Section 6:  Special meetings of the Voting Members may be called by the President.  Voting Members must be notified of special meetings at least seven (7) days prior to the meeting (unless such requirement is of a truly emergent nature).
· Section 7:  The Voting Members shall:
a. Transact necessary business between meetings of the organization and such other business as may be required or referred by the organization;
b. Authorize the payment of organization bills within the limits of the budget as adopted by the organization; such actions must be ratified at the next organization meeting and must be recorded in the meeting minutes;
c. Create ad hoc committees as are deemed necessary to promote the purposes, and carry on the work, of the organization;
d. Fill all vacancies in office, including that of the President (as soon as possible);
e. Present reports, as required, at meetings of the organization;
f. Receive a financial report from the Treasurer at each meeting; and
g. Ratify Committee Chairs as appointed by the President.
· Section 9:  Rosenburg’s Rules of Order shall govern this organization in all cases in which they are applicable (and not in conflict) with these Bylaws.

Article X – Fiscal Year and Identification Numbers
· Section 1:   The VHS PTO fiscal year shall begin July 1st and end June 30th.
· Section 2:  This PTO shall not assume any financial obligation in any one term of office that will be carried over into the succeeding term.
· Section 3:  The Internal Revenue Service (IRS) Employer Identification Number (EIN) of this PTO is: 20-3465377.
· Section 4:  The State of California Franchise Tax Board (FTB) Entity Number for this PTO is: 8038487.
· Section 5:  The Charitable Trust (CT) number for this PTO is:  CT0185262. 
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