University Academy Parent Teacher Organization Bylaws

ARTICLE I - NAME
The name and location of this organization shall be University Academy Parent Teacher Organization (PTO), University Academy, 1980 Discovery Loop, Panama City, FL  32405.

ARTICLE II - PURPOSE
The University Academy PTO is an organization whose purpose is to support the education of children at University Academy by fostering relationships among the students, parents, teachers, and staff.  It is our goal to foster a sense of support, pride and enthusiasm.   This organization shall provide service for school functions, engage in fundraising projects, encourage parent, teacher, and community involvement, and cooperate with school administration in providing educational opportunities.

ARTICLE III - MEMBERSHIP AND VOTING
Section I:  General Members shall be:

1. All parents, step-parents, or guardians of students at the school may be a member and shall have voting rights.
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All University Academy teachers, administrators and support staff may be members and shall have voting rights.
Section II:  Dues for members, if any, shall be established by the executive board.  If dues are charged, a member must have paid his or her dues to be considered a member with voting rights. If dues are not charged, all general members will have voting rights.
Section III:  All general members with voting rights shall have the right to vote on all issues before the organization, to elect officers, and to hold office. 

Section IV:  President shall vote only in the case of a tie in a vote of the Executive Board or the organization.

Section V:  All members will have one vote and must be present to vote. 

Section VI: All members must have paid dues and be in good standing for a least one week prior to voting.

ARTICLE IV - BOARD OF DIRECTORS
Section I:  The Executive Board shall consist of the following elected officers to minimally include a President, Vice President, Secretary and Treasurer. There shall not be more than two employees of University Academy on the Executive Board.  The Principal shall be a standing member of the Executive Board.

Section II:   The Board of Directors shall include the Executive Board and Standing Committee Chairpersons. The Standing Committee Chairpersons will be voted and elected on by the incoming Executive Board.

Section III:  At no time shall there be family members serving simultaneously on the Executive Board of Directors.

ARTICLE V - STANDING COMMITTEES
Section I: The following committees shall be held by the organization: 

1. Fundraising 

2. Events Committee

3. Room Parent Support Committee

4. Communications Committee

5. Funding Efforts for Education Committee

6. Hospitality Committee

7. GO DEEP Committee

8. Teacher Liaison
9. Music and Arts Committee

10. Nominating (Not a board position)

11. Auditing (Not a board position)
Section II: The board shall appoint additional committees as needed.
ARTICLE VI - DUTIES
Section I:  Duties of the Executive Board
1. The Executive Board has the authority to:

a. reassign specific job duties as required.  

b. create standing committees and to appoint or elect chairpersons.

c. approve the plans of work of the committee’s chairperson.

d. transact necessary business in the intervals between meetings.

e. remove a committee chairperson if their duties are not being performed.   

f. appoint new board members if the need arises.   

2. No member shall hold more than one executive office at a time. 

3. The Executive Board shall make and recommend an annual budget for adoption.  

4. Special meetings of the Executive Board may be called by any member as needed.

5. The school principal needs to approve and be made aware of planned activities. He/She may or may not approve an activity if they deem it not in the best interest of the school.  Any material such as newsletters, activity information, etc. that is to be sent home with the children, needs prior approval of the principal or his/her designee.

Section II:  Duties of the Board of Directors:
1. The Board of Directors shall:

a. Establish the objectives of the organization and determine the policy for the development of the objectives.

b. Execute the fiduciary responsibility of the organization and maintain the adopted budget.

c. Ensure that the PTO is in compliance with all legal regulations and ethical standards, maintains its accountability to the school community, and operates for the public good, in accordance with the purposes and limitations set forth in the Certificate of Incorporation of the PTO and in these bylaws.

d. Set policies and goals, direct planning and oversee the implementation of plans so as to enhance the effectiveness of the PTO, promote the achievement of established goals, and further the work and impact of the PTO.

e. Create ad hoc committees, as needed.

2. There will be regular monthly meetings of the Board of Directors held throughout the school calendar year.  

Section III:  Duties of the President
The President shall: 

1. Preside at all meetings of the Executive Board, General Membership, and Board of Directors.  

2. Prepare the agenda for all meetings of the Executive Board, General Membership, and Board of Directors.

3. Coordinate the work of the officers and committees in order that the objectives may be accomplished.  

4. Serve as an authorized signatory on the PTO account(s).  

5. Cast the deciding vote in the case of a tie at all board and membership meetings, otherwise the President will abstain from voting.  

6. Execute decisions of the Executive Board and Board of Directors.

7. Serve as primary contact for the principal. 
8. Fills on-line orders from school store as needed.

9. Ultimately decides, if necessary, which major event each Executive Board member will help with.

Section IV:  Duties of the Vice President
Should the President be unable to complete his/her term, the Vice President would assume the office of President. In addition, the Vice President shall:

1. Attend all meetings of the Executive Board, General Membership, and Board of Directors.  

2. Acts as aide to the President & performs duties as assigned by President.

3. Maintain the bylaws for the organization, acting as parliamentarian at meetings. 

4. Serve as an authorized signatory on the PTO account(s). 

5. Keeping time at meetings.
6. Is responsible to be aware if there are enough members at any given meeting present for a quorum if a vote is needed.

7. Fills on-line orders from school store as needed.

8. Maintains PTO website and all social media outlets.

9. Serves on the committee for at least one major PTO event.

10. Ensures committees are following bylaws.

Section V:  Duties of the Secretary
The Secretary shall:

1. Attend all meetings of the Executive Board, General Membership, and Board of Directors and keep the official minutes of the meeting.  

2. Publish and distribute a summary of the minutes within 5 school days or sooner.

3. Preside over the meeting, should the President and Vice President be unable to attend.  

4. Keep a log of attendance for the meetings.  

5. Serve as an authorized signatory on the PTO account(s). 

6. Recruit candidates for membership.

7. Maintain an accurate list with names, phone numbers, addresses and email addresses for all members.

8. Maintain accurate records for members and dues, if dues are charged.
9. Places orders for the PTO or the school as directed by the President.
     10. Serves on the committee for at least one major PTO event.
     11. Performs duties as assigned by the president.

     12. Maintains all forms, documents and records related to PTO.


Section VI:  Duties of the Treasurer
The Treasurer shall:

1. Attend all meetings of the Executive Board, General Membership, and Board of Directors.

2. Serve as an authorized signatory on the PTO account(s). 

3. Maintain account(s).  

4. Keep an accurate record of receipts and expenditures.

5. Present a financial statement at each PTO meeting.  

6. Submit deposits within 15 days or sooner. 

7. Submit all payments and reimbursements within 30 days or sooner.  Any payment over $100 will require dual signatures.

8. Provide books to be audited annually by an auditing committee of three (3). The books shall be turned over to the Treasurer with a signed statement that the books are in order.   

9. Place all monies in a depository appointed and approved by the Board of Directors.
10. Performs duties as assigned by the President.

11. Files appropriate tax forms as needed for IRS.

12. Changes bank account and signature cards to reflect new Executive Board.

13. Serves on on the committee for at least one major PTO event.

Section VII:  Duties of Fundraising Committee
The Fundraising Committee shall:
1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Assist in planning, organizing and executing all fundraising activities.

3. Potentially consist of several sub-committees, as needed for various fundraising events. The Fundraising Committee Chair will oversee all subcommittees.

4. Maintain accurate records to evaluate fundraising efforts.

5. Assist in the annual budgeting process.

Section VIII:  Duties of the Events Committee
Events Committee shall:

1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Assist in planning, organizing and executing all event activities.

3. Potentially consist of several sub-committees, as needed for various events. The Events Committee Chair will oversee all subcommittees.

4. Maintain accurate records to evaluate event efforts.

5. Assist in the annual budgeting process.

Section IX:  Duties of the Immediate Past President
1. Serves as an advisor to the on the Executive Board and Board of Directors for one year immediately following his/her term in office.
2. Attend all meetings of the Executive Board, Board of Directors and General Membership Meetings.

3. Perform duties of the President in the absence of the President.

4. Prepare the agenda for all meetings of the Executive Board, Board of Directors and General Membership meetings.

5. Guides the President as requested/needed.

6. Performs tasks as assigned by the president.

7. Provides training to new members as needed.

8. Serves on the committee of at least one major PTO event.

9. This position has no voting rights.

Section: X:  Duties of the Room Parent Support Committee
The Room Parent Support Committee shall:

1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Coordinate room parents.  

3. Set up a room parent meetings to distribute all necessary information.  

4. Coordinate with other committees on an ongoing basis to ensure that the appropriate volunteers are present when needed.  

5. Work with the room parents and chairpersons on coordinating volunteers for all PTO and school related events.
Section XI:  Duties of the Communications Committee
The Communications Committee Shall:
1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Develop a monthly PTO newsletter to be distributed to parents.

3. Create a “Welcome Pack” to be given to all newly enrolled families to UA during the school year.

4. Maintain and update the PTO Facebook page.

5. Produce and present press releases to the community, as applicable.
Section XII:  Duties of the Fundraising Efforts for Education Committee
The Fundraising Efforts for Education Committee shall:

1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Seek out and apply for grants applicable to University Academy.

Section XIII:  Duties of Hospitality Committee
The Hospitality Committee shall:

1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Organize refreshments for all meetings

3. Recognize birthdays and other special events in the lives of the teachers and PTO.

4. Plan and organize special events and meetings, to include back to school, FCAT week, periodic family events, teacher luncheon, etc.

5. Plan and organize Teacher Appreciation Week.

Section XIV:  Duties of the GO DEEP Committee
The GO DEEP Committee shall:

1. Be lead by a Chairman who will attend all meetings of the General Membership and Board of Directors.

2. Seek out enrichment opportunities to support the UA teachers and specialized curriculum areas.

3. Secure classroom opportunities & supplies for the enrichment of the STEAM instruction. 

Section XV:  Duties of Teacher Liaison 
The Teacher Liaison shall:

1. Attend all meetings of the General Membership and Board of Directors.

2. Serve as the primary communication link between the PTO and the staff.
Section XVI: Nominating Committee
1. The Nominating Committee shall be established during the month of January by the Executive Board and shall consist of three members; one selected by the Board of Directors; one by the Principal or his/her representative; and one selected by the teachers and staff.

2. The members of the Nominating Committee shall be announced at the February PTO meeting and in the February Newsletter.

3. No member of the Nominating Committee will be eligible for the elected positions.

4. The Nominating shall recruit interested members, interview them, and choose one person for each of the  
      following offices:  President, Vice-President, Secretary, and Treasurer.  

5. The Nominating Committee must present chosen candidates to PTO Executive Board of Directors and       

Principal for approval. 

6. All four approved candidates will be placed on a ballot for approval by the PTO voting members. 

Section XVII:  Duties of Auditing Committee
1. This will be a committee of three people appointed by the President and the Vice President.

2. The committee shall audit the Treasurers books annually at the end of the fiscal year.

3. The books shall be turned over to the Treasurer with a signed statement that the books are in order.

4. This committee will be formed during the month of April.

ARTICLE VII - MEETINGS

Section I:  There will be general meetings throughout the school calendar year. The time and place of the meetings shall be announced in the Newsletter. Any member is welcome to attend and provide input to the PTO Executive Board.  

Section II:  Additional meetings of the organization may be called, either by vote of the Executive Board or by petition of the members. Special meetings may be called by the president or by any two or more members of the board.  The time and place of all Special Meetings shall be announced at least seven (7) days prior to the meeting, except in the case of an emergency.  

Section III:  There will be monthly Board of Directors meeting.  The time and place of the meetings shall be announced to the Board of Directors and made known to the membership.  

Section IV:  Presiding officer shall be courteous of the time during the general meetings. At that time a vote shall be taken on whether to continue a topic.  Only topics on the agenda will be discussed.  If time permits we will vote on other topics wished to be discussed.  All unfinished business shall be carried over to the next meeting.  

Section V:  In the event of bad weather, meetings may be canceled and rescheduled at the discretion of the president.

Section VI:  The quorum for the Board of Directors shall be the majority of the filled positions on the board.  The quorum for the general meetings shall be a minimum of 10 voting members present, with the majority of the voting members present constituting a positive vote.

Section VII:  The annual meeting of the corporation will take place during the month of May.

ARTICLE VIII - TERMS OF SERVICE

Section I:  Each officer shall serve a term of one year. The term of the office shall end on June 30th. The new officers shall begin their term on July 1st. 

Section II:  Board members may hold two successive terms in a single office. After completion of two terms in a single office a board member may seek election to a different Board position and, if elected, remain in that position for two successive terms. 
Section III: Immediately following the election, the newly-elected officer shall begin working in tandem with the outgoing officer until the completion of the outgoing officer’s term.  Only the outgoing officer shall have voting authority during this period of transition.

Section IV:  Each outgoing Officer shall present a resume of their responsibilities to the newly elected Officer and assist them as needed for up to one year.  

Section V:  Removal from office:  The removal of any officer shall be for gross incompetence, intentional neglect, misconduct, or failing to meet the clearances required by the school. An officer may be removed from office if absent from three (3) consecutive meetings, or by a majority vote of the board for failure to fulfill the duties of their office. A special meeting will be held to answer the complaint.  

Section VI:  Vacancies:  Any vacancy in office due to death, resignation, removal, or inability to serve shall be filled by special elections. However, should a vacancy occur in the office of President, the Vice President shall immediately assume the office. Special election shall be held at next general meeting.
ARTICLE IX - FINANCES
Section I:  A budget of anticipated revenue and expenses for the year shall be presented to the general membership at the beginning of the school year. This budget must be voted on and approved by the general membership. This budget shall be used as a guide for the activities taking place during the year. Any substantial deviation from the budget must be approved in advance by the general membership. 

Section II:  The treasurer shall keep accurate records of any disbursements, income, and bank account information.  All deposits and/or disbursements shall be made within a maximum of fifteen (15) days from the receipt of the funds and/or orders of payments.

Section III:  The Treasurer shall present a financial report at each General Meeting of the organization and shall prepare a final report at the close of the school year. The reports and the accounts shall be examined annually by an auditing committee. 

Section IV:  A designated fund is money put aside for a specific purpose. Any money put into a designated fund shall only be used for that purpose. It cannot be used for other activities. 

Section V:  No loans shall be made by the organization to its officers and members.

Section VI:  Upon agreement of the Executive Committee or at a regular meeting, any officer or officers may enter into contracts or agreements for the purchase of materials or services on behalf of the organization.   

Section VII:  Two authorized signatures shall be required on each check over the amount of $100.  Authorized signers shall be the president, vice president, secretary, and treasurer.  

Section: VIII:  No reimbursements will be made without valid receipts.  

Section IX:  No part of the net earnings of the organization shall inure to the benefit of, or be distributable to, its members, officers or other private persons, except that the organization shall be authorized and empowered to pay reasonable compensation for the services rendered. 

Section X:  No substantial part of the activities of the organization shall be the carrying on of propaganda, or otherwise attempting to influence legislation, and the organization shall not participate in, or intervene in (including the publishing or distribution of statements) any political on behalf of any candidate for public office.

Section XI:  The fiscal year shall close on June 30th.
Section XII:  Dissolution:  Upon the dissolution of the organization, any remaining funds should be used to pay outstanding bills, and with membership’s approval, spent for the benefit of the school.  

ARTICLE X - ELECTIONS
Section I:  There will be a vote by show of hands.  

Section II:  A majority of the votes cast by the quorum of Voting Members shall be necessary for election. If a particular candidate selected by the Nominating Committee does not receive the majority “yes” vote, the Nominating Committee shall look for a new candidate for that position
Section III:  Elections for officers will take place during the May general meeting. New officers shall begin their term on July 1st. 

Section V:  All candidates running for Executive Office will be given two minutes to speak to the general membership prior to voting if they choose to so.
ARTICLE XII - AMENDMENT OF BYLAWS
Section I:  These bylaws can be amended at any General Meeting of the University Academy PTO by a quorum vote.  Notice and publication of amendments shall be given at least two weeks prior to the meeting.  The Board of Directors must approve the amendments prior to being sent for a vote by the membership.

Section II:  These bylaws will be reviewed annually and/or revised by the Executive Board as necessary to meet changing conditions in the school and community and brought to a vote of the General Membership.

Section III:  All final bylaw revisions must have the approval of the Principal.

ARTICLE XII - CONFLICT OF INTEREST POLICY

Section I:  Purpose
The purpose of the conflict of interest policy is to protect this tax-exempt organization's interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the Organization or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.
Section II:  Definitions
1. Interested Person:  Any director, principal officer, or member of a committee with governing board delegated powers, who has a direct or indirect financial interest, as defined below, is an interested person.

2. Financial Interest:  A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:

a. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement,

b. A compensation arrangement with the Organization or with any entity or individual with which the Organization has a transaction or arrangement, or

c. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the Organization is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.
Section III:  Procedures
1. Duty to Disclose:  In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists:  After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the governing board or committee meeting while the determination of a conflict of interest is discussed and voted upon. The remaining board or committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest

a. An interested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.

b. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.

c. After exercising due diligence, the governing board or committee shall determine whether the Organization can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.

d. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the governing board or committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the Organization's best interest, for its own benefit, and whether it is fair and reasonable. In conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.

4. Violations of the Conflicts of Interest Policy

a. If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.

b. If, after hearing the member's response and after making further investigation as warranted by the circumstances, the governing board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.

Section IV:  Records of Proceedings 
The minutes of the governing board and all committees with board delegated powers shall contain:

a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the governing board's or committee's decision as to whether a conflict of interest in fact existed.

b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection with the proceedings.
Section V:  Compensation
a. A voting member of the governing board who receives compensation, directly or indirectly, from the organization for services is precluded from voting on matters pertaining to that member's compensation.

b. A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member's compensation.

c. No voting member of the governing board or any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the organization, either individually or collectively, is prohibited from providing information to any committee regarding compensation.

Section VI:  Annual Statements
Each director, principal officer and member of a committee with governing board delegated powers shall annually sign a statement which affirms such person:

a. Has received a copy of the conflicts of interest policy,

b. Has read and understands the policy,

c. Has agreed to comply with the policy, and

d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax exempt purposes.

Section VII:  Periodic Reviews
To ensure the Organization operates in a manner consistent with charitable purposes and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include the following subjects:

a. Whether compensation arrangements and benefits are reasonable, based on competent survey information, and the result of arm's length bargaining.

b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the Organization's written policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes and do not result in inurement, impermissible private benefit or in an excess benefit transaction.

Section VIII:  Use of Outside Experts
When conducting the periodic reviews, the Organization may, but need not, use outside advisors. If outside experts are used, their use shall not relieve the governing board of its responsibility for ensuring periodic reviews are conducted.
July 2016

10
 July 2016

1

