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Article I – Name
The name of the organization will be the Willow Hill Parent Teacher Organization, hereafter referred to as WH PTO.
Article II – Associated School  

The Willow Hill Elementary Parent Teacher Organization (WH PTO) is associated with Willow Hill Elementary School located at 1700 Coolidge Avenue, Willow Grove, PA 19090, Abington School District.

Article III - Purpose

The WH PTO is organized for the purpose of supporting the education of children at Willow Hill Elementary School by fostering relationships among the school, parents, staff, teachers, administrators and the extended school community.

Section 1 

The WH PTO does not discriminate on the basis of race, color, religion, nationality or ethnic origin, age, sex or disability. 

Section 2
The WH PTO will be noncommercial, nonsectarian and non-partisan. It will not endorse any commercial enterprises or political candidates.  The name of the WH PTO and names of any members in their official capacities will not be used in connection with any commercial concerns or enterprises with partisan political interests, or for any purpose other than the regular work of the WH PTO.
Article IV - Members

Section 1

Membership is limited to parents or guardians of a child or children currently enrolled and attending Willow Hill Elementary School, the principal, and any teacher or staff employed at the school. Membership grants voting rights.
Section 2
Each school year, regular elections will be conducted (see Article V, Section 2 – Nominations and Elections) to create that year’s officers to sit on the WH PTO Executive Board (see Article V, Section 1 – Officers). This Board will consist of existing members only and serve the purpose of the WH PTO.   The WH PTO Executive Board has the right to implement or not implement a dues system each year but will not use the system as a basis for voting rights. 
Section 3
By-laws will be distributed to all members or otherwise made available to all members on the WH PTO website with notice to all members. 

Article V – Officers 
Section 1 - Officers
The officers shall be a president, vice president, two secretaries, and treasurer.
Section 1    President

The President will preside over meetings of the WH PTO and Executive Board, serve as primary contact for and liaison to the Principal, represent the WH PTO at meetings outside the organization, serve as ex officio member on all committees (except the Nominating Committee), and coordinate the work of all the officers and committees so that the purpose of the organization is served. The President will be bonded through the provisions made by the Parent Council, Abington School District.  The President will follow the Abington School District’s rules as promulgated in the Superintendent’s Administrative Procedure for Parent Involvement and PTO/PTAs. 

Section 2     Vice President
The Vice President will assist the President and carry out the president’s duties in his or her absence or inability to serve. He or she will perform any other duties as assigned or needed. The Vice President will follow the Abington School District’s rules as promulgated in the Superintendent’s Administrative Procedure for Parent Involvement and PTO/PTAs. 
Section 3     Secretary
The Secretary will manage all communications of the WH PTO   such as preparation of meeting agendas, meeting minutes, fliers and notices of WH PTO activities, monthly calendars, completion and submission of building permits, and other correspondence. Communications will be timely, and distributed to students, teachers and staff according to established processes between school administration and the WH PTO. All correspondence created will be reviewed by the President to ensure they meet the school district and the WH PTO standards. The secretary will maintain current records of the bylaws, membership list, meeting minutes and any other essential listings such as supplies. These records will be made available to members upon request. At the end of the school year, the Secretary will provide all records to the incoming Secretary. The Secretary will follow the Abington School District’s rules as promulgated in the Superintendent’s Administrative Procedure for Parent Involvement and PTO/PTAs. 
Section 4    Assistant Secretary

The Assistant Secretary will take and record minutes of all WH PTO General Meetings, the WH PTO Executive Board meetings and any other related meeting. Copies of the monthly General Meeting minutes should be presented at the subsequently scheduled meeting for review and approval before being made part of the official WH PTO record. The file of the minutes shall be provided to the incoming Secretary at the conclusion of the school year, during the final WH PTO meeting (May or June) who will deliver to the incoming Assistant Secretary. Hard copy records of the WH PTO meetings shall be kept for at least one full year and electronically maintained for a minimum of seven years whether through storage on disc or on a designated server. The Assistant Secretary will follow the Abington School District’s rules as promulgated in the Superintendent’s Administrative Procedure for Parent Involvement and PTO/PTAs. 
Section 5      Treasurer

The Treasurer will receive all funds of the organization, keep an accurate record of receipts and expenditures, and pay out funds in accordance with the approval of the WH PTO Executive Board. He or she will present a financial statement at every meeting and at other times when requested by the Executive Board, complete annual audits with the assistance of non-board members, and make a full report at the end of the year (by May’s or June’s General Meeting) of the WH PTO accounts. The Treasurer will follow the Abington School District’s rules as promulgated in the Superintendent’s Administrative Procedure for Parent Involvement and PTO/PTAs. The Treasurer shall be bonded through the provisions made by the Parent Council, Abington School District.
Article VI – Nominations and Elections

Section 1
The Nominating Committee will select a candidate for each office and present the slate at the meeting held one month prior to the election (January or February). At that meeting, nominations may also be made from the floor. 
Elections will be held at the February or March WH PTO General Meeting. Voting shall be by voice vote if a full slate of officers is presented. If more than one person is running for an office, a written ballot will be taken. Election will be determined by majority vote of members attending the regular February or March WH PTO meeting. The WH PTO will yearly submit a listing of its officers to the Principal after the annual meeting (May or June). 
Section 2 - Eligibility

Members are eligible for office if they are members in good standing (attends the minimum of 3 PTO General Meetings) at least 14 calendar days before the Nominating Committee presents the slate.
Section 3 - Terms of Office

Officers are elected for one year and may serve consecutive terms, a term being one school year, in the same office as long as eligibility is maintained. 
Section 4 - Vacancies

If there is a vacancy in the office of President, the Vice President will become the President. At the next regularly scheduled WH PTO General Meeting, a new Vice President will be elected. If there is a vacancy in any other office, members will fill the vacancy through an election at the next regular meeting. 

Section 6 - Removal from Office

Officers can be removed from office with or without cause by a two-thirds vote of those present (assuming a quorum) at a regular meeting where previous notice has been given.

Article VII – Meetings

Section 1 - Regular Meetings

The General Meeting of the organization will be held monthly during the school year (excluding December) at a time and place determined by the WH PTO Executive Board at least one week before the meeting. Meeting dates, time and location will be publicized and may include electronic means such as email, social media, or text messaging to notify its members. 
The annual meeting will be held at the May or June General Meeting.  This meeting is for the receiving of reports, presentation of incoming year’s officers, and conducting other business that may arise. 

Section 2 - Quorum
A quorum constitutes a total of seven members at any General Meeting, special meeting, or other PTO related meeting. This is the minimum number of members necessary to validly transact business. 
Article VIII – Committees
Section 1 – Membership
Committees may consist of members and Board members, with the President acting as an ex officio member of all committees (except the Nominating Committee). 

Section 2 – Executive Board
The WH PTO Executive Board shall consist of the WH PTO officers, the principal, and standing committee chairs. Standing committee chairs are expected to attend WH PTO Executive Board meetings as determined by the Board.  
The duties of the WH PTO Executive Board shall be to transact business between meetings in preparation for the General Meeting, create standing rules and policies, create standing and temporary committees, prepare and submit a budget to the WH PTO membership, approve routine bills, raise needed funds to support specified activities of the school, and prepare reports and recommendations to the WH PTO membership. These activities which may require funding will be a part of the WH PTO budget prior to budget creation and implementation or, if not included in the budget, must be brought to the WH PTO Board as a motion for review and consideration to allow due process in the feasibility to support this activity (timing for the organization or human resources), budget review for fund allocation, and voting by the organization (the WH PTO membership) to participate in this activity. Activities or purchases over two hundred dollars ($200.00) that were not included in the original budget must be approved by the Principal prior to due process. 
Regular Executive Board meetings will be held on days and times determined by the board. Special meetings may be called by any two board members with 24 hours notice.
Half the number of board members plus one constitutes a quorum.

Section 3 – Standing Committees

The following committees shall be held by the organization: Room Parent Representatives (RPRs), 6th Grade Parent Advisory Council, Arts and Entertainment, May Fair, Communications, Nominating, and Auditing. 
a. 6th Grade Parent Advisory Council (PAC)
This committee is composed of parents with students in the 6th grade, 6th grade students, the principal and a teacher representative. A subcommittee of delegates to represent the PAC will be a chairperson or two co-chairs, treasurer, secretary, the room parent representative(s) from each class, and a 6th grade student representative from each 6th grade class. These delegates (excluding room parent representatives) will be elected by March or April at a General Meeting held for 5th Graders. 
The PAC treasurer is required 

· To complete check requests for any payment processing and to have the check requests reviewed and signed by the President of the WH PTO

· To monthly submit to the WH PTO Treasurer the PAC’s financial statements to be included in the organization’s financial records and presented at WH PTO General Meetings
· To fulfill the functions of receiving all funds, payment disbursements, accurate record keeping of all financial transactions, and secure receipts for any expenditures.   

This subcommittee is required to meet at least once per month or as deemed necessary to conduct business, prepare for PAC communications and any other pertinent business.  

The 6th Grade PAC will be responsible for all its administrative and financial duties that include but are not limited to the following:

· Completion and submission of building permits to WH PTO Internal Secretary a week before the due date according to the Abington School District  and Willow Hill schedule

· Creation and copying of fliers 
· Notification to the WH PTO Board of changes to schedule

· Maintain accurate record of income and expenses, present a financial statement at every meeting and as requested by PAC and/or WH PTO Executive Board and provide budget and end of year reporting
· Securing any needed licensure/certifications for any outside vendors for 6th grade events (e.g. movies)
· Maintaining regular communication with PAC membership
Fliers for all activities will be sent to the WH PTO Board and the chair of the Communications Committee for review in preparation for submission to school administration for approval according to established processes.

Room Parent Representatives (RPRs) 
Room representatives, (lead and supports), will be selected by the President from a list of volunteers solicited from the classroom teacher. The lead RPR is the primary contact for the teacher, where as the supports are additional parents assisting to achieve the stated goals of the class. There should be at least one person appointed per class to be Lead RPR. Where this is not the case, a member of the WH PTO Executive Board may fulfill this role as needed.

RPRs shall be the main point of contact for the teacher and the WH PTO and will help to coordinate classroom activities, communicate with the WH PTO concerning the needs of their grade, and function as liaison to the families of the grade. Teacher input is required prior to initiation of classroom events. All RPRs are required to adhere to the policies and procedures provided in the RPR Committee Guidelines Booklet.
Section 4 – Additional Committees

The WH PTO Board may appoint additional committees as needed. Any special committees are disbanded once the work is completed and a final report is submitted to the Board.
Article IX – Finances

Section 1 – Budget

A tentative budget will be drafted by the September General Meeting and presented no later than the November General Meeting for majority vote approval of the members present for each school year, in accordance with Superintendent’s Administrative Procedure. 
Section 2 – Record Keeping

The Treasurer shall keep accurate records of any disbursements, income, and bank account information.

Section 3 – Expenditures

The WH PTO Board shall approve all expenses of the organization.

Section 4 – Signatures

Two authorized signatures are required on each check of any amount. 
Authorized signers will be the President, Vice President, and Treasurer. 
Should the PAC decide to hold a separate bank account, the PAC will be required to manage the account and adhere to the policies of the financial institution they have joined. Additionally, the PAC will be required to follow the Abington School District’s rules as promulgated in the Superintendent’s Administrative Procedure for Parent Involvement and PTO/PTAs, as well as make available at all General Meetings the bank account statements and financial records.  Authorized signers for PAC checks shall be the chair, co-chairs, and treasurer.  PAC checks require one (1) WH PTO Board Member authorized signer in addition to one (1) PAC authorized signer. 
Section 5 – Financial Statement

The Treasurer will prepare monthly financial statements to be presented at the General Meetings and to make available, upon request, any financial record to the membership of the WH PTO. The Treasurer shall prepare the WH PTO financial records (which include PAC financial records) three months before the school year ends (March) to be reviewed by an Audit Committee in preparation for submission to the Abington School District’s recognized entity, Parent Council in April. Archiving should be conducted on a routine basis within the school year. 
Section 6 – Dissolution
The WH PTO can be dissolved with previous notice (1 month) and a two-thirds vote of those present at the meeting. Upon the dissolution of the organization, any monies remaining in the WH PTO bank account or the PAC bank account after payment of any outstanding bills must be turned over to the Abington School District to be entirely used for the benefit of the students of Willow Hill Elementary School which the WH PTO had supported to the extent permitted by the law.
Section 7 – Fiscal Year

The fiscal year shall coordinate with the school year.

Article X – Parliamentary Authority

Robert’s Rules of Order Revised (motion and second) shall govern meetings when they are not in conflict with these bylaws. The president or an individual appointed by the president shall serve as parliamentarian at all regular meetings and all WH PTO Executive Board meetings.

All proposals for WH PTO activity should be formally stated as a motion. The president shall ask for a second to the motion. Discussion should be made, as necessary. The president shall then call for a vote on the motion. All WH PTO members present are eligible to vote on the motion.

Article XI – Amendments

Section 1 - Amendments

These bylaws may be amended at any regular or special meeting, providing that previous notice was given in writing at the prior meeting and sent to all members of the WH PTO by the Secretary. Notice may be given by postal mail, email, text message, social media, or fax. Amendments will be approved by a two-thirds vote of those present, assuming a quorum. 
In the event that the bylaws are amended, a copy of the new version of same shall be forwarded to the Principal within 30 days of amendment. 
Section 2 – By law Review

These bylaws must be reviewed in full by the WH PTO Executive Board and at least two additional representatives from the Willow Hill community at least every five years, effective from the date of adoption of the current version of these by laws. Any changes must be proposed at the next regular WH PTO meeting and the procedure for action as prescribed herein (Robert’s Rules of Order; see Article IX) shall be followed.

Article XII – Additional Required Conditions
WH PTO recognizes and accepts that it is prohibited from imposing conditions of membership which serve to exclude students from participation in the Abington School District programs. 

WH PTO recognizes and accepts that it is prohibited from using the Abington School District’s name or logo without a license or express permission granted in writing by the Superintendent. WH PTO recognizes and accepts that any logos created by the PTO/PTAs and parent PTO/PTAs for use by the club or PTO/PTA for use on merchandise or for any other reason must be approved by the Superintendent. 

Article XIII – Officer Affirmation
I ___________________________________________ have read these bylaws and the Abington 
Officer’s Name   

School District’s Policy and the Superintendent’s Administrative Procedure on “Parent Involvement and Organizations: PTO/PTAs”.  I agree to abide by the terms and conditions of these bylaws as well as both the Policy and the 

Superintendent’s Administrative Procedure in their entirety. 
Officer’s Signature






Date

Article XIV – Revision History
	Date
	Reason for Revision

	March 15, 2017
	Complete document amendment for compliance with the Abington School District’s recommendations for PTO/PTA Bylaws. 

	June 11, 2015
	Article VII – Committees, Section 2 – Standing Committee, 6th Grade Parent Advisory Council (PAC) with the additions in: 1(a) – two chairs and financial responsibilities, & 2sub bullet (4) – defining their financial responsibilities. Subsequently, Article VII – Finances, Section 4 – Signatures, was amended to reflect the addition of the PAC signers.
1The intent of the changes are to allow inexperienced member to serve with member with prior experience and share the responsibilities due to scheduling conflicts and work/life balances, to ensure all duties, responsibilities, and goals of the committee are met.

2The intent of this change is to maintain a simpler separation of PTO and PAC funds, funds disbursements, and funds deposits in order to safeguard assets as well as easier accounting management. To avoid any account discrepancies between the PTO and PAC funds.   

	January 17, 2013
	Article IV – Officers and Elections, Section 2 – Nominations and Elections: change to the month nominations and elections are conducted to facilitate the incoming board’s creation of the upcoming year’s calendar, due in April to the School District.  

	May19, 2011
	Review and update to format, changes to officers of Executive Board, changes to timeframe for review, addition of 6th grade PAC

	June 4, 2007
	Review and adoption of bylaws

	May 27, 2003
	Review and adoption of bylaws

	April 25, 2000
	Review and adoption of bylaws

	April 20, 1998
	Review and adoption of bylaws

	May 30, 1995
	Review and adoption of bylaws

	April 1980
	Review and adoption of bylaws

	January 1976
	Review and adoption of bylaws

	January 1972
	Review and adoption of bylaws

	April 1968
	Review and adoption of bylaws

	April 1967
	Review and adoption of bylaws

	January 1966
	First issue.
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