Sunnydale School PTO
716 Sunnydale Blvd

Streamwood, IL 60107

630-213-5610
BY-LAWS
Article 1:  The name of this organization shall be the SUNNYDALE PARENT TEACHER ORGANIZATION, and these by-laws shall be deemed to be part of the Articles of Organization.  
Article 2:  The Sunnydale Parent Teacher Organization is a not-for-profit school support system dedicated to offering assistance to Sunnydale School.  We are non-commercial, non-partisan, and non-sectarian.  Membership is open to parents/guardians of students enrolled in the school, District staff, and community members.  Our goal and primary purpose is to work together to enrich our children’s lives through cooperation among teachers, parents, and the principal.  We hope to promote a better understanding and a closer relationship between home and school.

Article 3:  The District is not, and will not be, responsible for the organization’s business or conduct of its members.  Additionally, the organization agrees to adhere to all Board policies and administrative procedures.

Article 4:  The Sunnydale PTO meets every first Wednesday of the month at 7:00 pm unless otherwise notified.  We meet at Sunnydale School, usually in the Learning Center.  The meeting shall take place as long as three members of the executive board are present.
Article 5:  Board Members:  
The PTO Board shall consist of seven (7) members, with the first four (4) being the elected Executive Officers.

1) President
2)  Vice President
3)  Secretary

4)    Treasurer
5)   Principal

6) Teacher Representative

7)    Bilingual Parent Representative

DUTIES OF THE EXECUTIVE OFFICERS:

PRESIDENT:


Organizes PTO meetings, sets agenda, and meets with teachers, parents, and principal when necessary for brainstorming.  

Able to “delegate” to other members on the committees.

Sees that committees are formed to establish goals.

A good communicator; keeping informed of all school activities and passing that information along.

Oversees all PTO functions, but does not need to be present at all activities.

Cooperates well with others.

Maintains correspondence through PTO email and website.
VICE PRESIDENT:

Chairs PTO meetings in case of President’s absence.

Cooperates well with others.

Communicates well with all board members.

Will conduct all the responsibilities of the President if the President in unable to fulfill the elected term.

SECRETARY:

Takes minutes of all PTO meetings, prepares them for the next meeting.

Keeps records of attendance.

Prepares newsletter and/or reminder notices for upcoming PTO meetings.

Handles all correspondence for the PTO.

Maintains file of PTO correspondence, notices, flyer, etc. including translations.  These will be kept in PTO cabinet for (5) five years.

TREASURER:

Keeps financial records, makes bank deposits and reconciles bank statements.

Keeps track of all “petty cash” boxes before and after every event.

Makes monthly reports at PTO meetings.

Pays all PTO bills by the end of the Fiscal Year, which runs from August 1 – July 31 due to bank statement dates.

Preserves all statements, voucher, receipts, and cancelled checks for end of year audit.

Maintains PTO insurance, including  General Liability, Treasurer Bond and Officers Liability.
Keeps the PTO Federal Employer Identification Number (FEIN) on file with the school.
DUTIES OF THE REMAINING BOARD MEMBERS:


PRINCIPAL:  The Principal is an unelected member of the PTO Board.  The duties of the Principal are to keep the PTO members informed of any important staff, school board, and district information in regards to maintaining the goals and objectives of the PTO
TEACHER REPRESENTATIVE:  This/These teacher(s) should represent the majority of teachers at Sunnydale School.  The representative should work closely with   other members of the board to bring an accurate picture of teacher’s opinions forward.  If more than one teacher is interested in working with PTO, they may rotate and alternate attending monthly PTO meetings.

BILINGUAL PARENT REPRESENTATIVE:  This parent should work with parents of bilingual students by encouraging them to attend monthly PTO meetings and events.  This parent will provide translations for non-native speaking parents during the monthly meetings as well as provide translations of written documents such as the agenda and minutes.
Article 6:  Board Responsibilities  
With input from the general PTO membership, the PTO Board is responsible for planning goals, activities, fundraisers and special projects for the upcoming year.  The Board is also responsible for putting together a yearly PTO information packet.  This packet should include names and contact information of the elected officers, a tentative school calendar with meeting dates, activities, fundraisers, etc.  PTO By-Laws are available upon request.  The outgoing and incoming Board Members will meet before the new school year begins and all reports and financial ledgers will be transferred at that time.  An auditing committee will be selected to review the books prior to the beginning of the new school year.  This team will then sign a statement pertaining to the accuracy of the records kept by the Treasurer.

The decision to spend any amount of money under $201, without bringing it to a vote, must be approved verbally or by email by the 4 Executive Officers.  Any amount over that will be voted upon by the membership.  The Board should also inform the District’s Information Services Office of special fundraising efforts in order to assure that the School and the District comply with Title IX requirements.
Article 7:  Elections of the Officers:  
Elections will be held yearly.  Nominations will be taken at the April meeting.  Election and installation of officers will be held at the last regular meeting of the year.  General elections will only occur should there be more than one candidate for a position.  Otherwise, the current slate of candidates would be adopted by the vote of acclamation at the May meeting.  Anyone interested in holding an elected office must have a child at Sunnydale School, be an active member by attending at least 5 meetings during the school year, and must have volunteered at a minimum of one event during the school year.  Elected officers are limited to 2 consecutive 1-year terms of the same office.  There is no limit to 1-year nonconsecutive terms.  Exceptions will be allowed if candidate is running uncontested and accepts the office.  Nominations will be accepted up until the Friday before the May meeting.  The election will take place on the May meeting date during the school day up until 6:29pm.  The vote shall be by written ballot, and the votes will be counted by the principal and teacher representative.  In case of a tie, the principal’s vote shall be the deciding ballot.

Article 8:  Committees:  
Committees will be created by the PTO Board on an as needed basis.  Volunteers for chairmen of all standing and temporary committees shall be called for at general membership meetings.  The chairmen shall then be appointed by the PTO President.  The duration of the committee will be one school year.  The Chairmen of all committees shall present written or verbal plans of work to the board and no committee work shall be undertaken without approval of the board.  Temporary committees will be dissolved when their work has been completed.  No person can chair more than one major and one temporary committee at one time.  Written plans for events are to be kept in the PTO file cabinet for future committees.
Article 9:  By-Laws Review

By-Laws are subject to review yearly.  The by-laws may be amended by a simple majority vote.

“Robert Rules of Order” shall be the authority on all matters not covered by the By-Laws.
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