	CONSTITUTION OF THE WEST RIDGE ELEMENTARY SCHOOL
PARENT TEACHER ORGANIZATION (PTO)



	ARTICLE I 
	NAME: The name of this organization shall be the West Ridge Elementary School Parent Teacher Organization. 



	ARTICLE II
	PURPOSE: The purpose of this organization shall be to promote better relationships and communications among students, teachers, administrators, parents, and the community in order to support and enhance the educational environment at West Ridge Elementary School.



	ARTICLE III
	MEMBERSHIP: Membership in this organization shall be granted to those in accordance with Article II who reside in and/or are employed by the West Ridge Elementary School or by School District 27J in Adams county, Colorado, including parents and/or guardians of students who live outside of school district.



	ARTICLE IV
	OFFICERS: The elected officers of this organization shall be President or Co-Presidents, when a single president cannot be found, Vice-President, Secretary, Treasurer and Hospitality Chairperson.  These people make up the executive committee and are elected by all members in attendance at the final regular meeting of the school year. 



	ARTICLE V
	MEETINGS: 
SECTION I: The regular meetings of this organization shall be held monthly in the Elementary School Cafeteria or in another room as designated by the school unless otherwise noted. 

  

SECTION II: The President(s), President(s)-elect, and the Principal shall meet at the end of each school year to schedule the calendar for the upcoming year. 

  

SECTION III: The annual planning meeting of this organization shall be held in June or July of each year.  At this meeting the Constitution and By-laws will be reviewed.  If changes are made they will be amended according to ARTICLE IV of the BYLAWS of the West Ridge Elementary School PTO.

SECTION IV: Newly elected officers will take office June 1st each year.

SECTION V: The officers meetings of this organization shall be held monthly, two weeks prior to the regular PTO meetings at time when all officers are available to attend.

SECTION VI: West Ridge Elementary School staff and administrators shall be invited to all regular meetings. 



	ARTICLE VI 
	FISCAL YEAR: The fiscal year for this organization shall begin on August 1 and end on July 31 of the following year. 

	ARTICLE VII
	AMENDMENTS: This constitution may be amended at any executive committee meeting by a 2/3 vote.



	ARTICLE VIII
	If this organization is dissolved, all assets shall be donated to the West Ridge Elementary School Library. 




	BYLAWS 
OF THE WEST RIDGE ELEMENTARY SCHOOL PTO


	ARTICLE I 
	DUTIES OF ELECTED OFFICERS: 
  
SECTION I: The President/co- presidents shall preside at meetings, shall have general supervision of the affairs of the organization, shall have the power to call special meetings, and shall be a member of all committees except the nominating committee.  The president/co-presidents shall establish meeting agendas, and assist with filling committees, as well as represent West Ridge Elementary PTO at school and community events. 

  

SECTION II: The Vice-President shall assume the duties of the President in his/her absence and to assist the president as needed.  The Vice-president shall head the nominating committee.  (See Article II, NOMINATIONS:  below.)

  

SECTION III: The secretary shall record and report the minutes of all meetings. The secretary will be a part of the communications committee which is responsible for conducting internal and external correspondence and website maintenance for the organization.  

  

SECTION IV: The Treasurer shall collect all funds, issue payments, and give accurate reports at each meeting of the business transacted for the organization.  The treasurer shall make the books and records available for audit with a one-month advance notice, and a minimal of once a year.  An annual report shall be given at the first regular meeting of the new school term.  In addition, the treasury will adhere to standard policies and procedures for financial accounting and management for West Ridge Elementary and 27J School district.
   

SECTION V: The Hospitality Chairperson shall be responsible for purchasing supplies necessary to hold meetings and open houses; to be present at said functions and carry out the duties involved in serving refreshments for activities that shall be planned at the calendar meeting at the beginning of the school year.  This chair shall also be a part of our hospitality/welcoming committee, which will welcome new parents and families to our PTO.

Individual Committees;

Committees will consist of:

Activities, Fundraising, Hospitality/Welcoming, Communications.  One (or more) officer will head each of the chairs accompanied by one whom is not of the office as well.



	ARTICLE II 
	NOMINATIONS: 
  

SECTION I: There shall be a committee headed by the Vice-president to nominate officers for the upcoming year at the March meeting, with elections held at the final regular meeting of the school year.  

NOMINATIONS continued: 
SECTION I continued:
Additional nominations may be made from the floor at the April meeting, provided the nominee is present to indicate his/her willingness to serve.  

Only those persons who are members of the West Ridge Elementary PTO, or parents of incoming students who have indicated their willingness to serve and abide by the code of conduct, if elected, may be nominated for office.  

 

SECTION II: Elections shall be held each school year at the regular May meeting.  The elections will be by secret written ballot.  Only those members present at the May meeting shall be eligible to vote. 
  

SECTION III: Newly elected officers shall assume office at the June or July planning meeting after signing document agreeing to adhere to code of conduct.  Failure to abide by code of conduct or failure to sign code of conduct agreement is grounds for removal from office.  Officers may be removed from office for failure to perform specified duties of office.
 

SECTION IV: Should an officer resign during the year, the President shall appoint someone to assume the office for the remainder of the term. Should the President resign, the Vice-President shall assume the office for the remainder of the term.

1. Term of office shall be one year, commencing June 1st, and ending the following May 31st.

	ARTICLE III
	MEETINGS/VOTING 
  

SECTION I:  A quorum is required for all meetings to be official and binding.  A quorum shall consist of a minimum of six members, at least two of whom must be officers. 

  

SECTION II: All elected officers and appointed positions are eligible to vote. Approval of motions at a regular meeting requires a 2/3 vote of those present at the meeting.  Only members with a child attending at West Ridge Elementary are permitted to vote.



	ARTICLE IV
	AMENDMENTS:  By-Laws may be amended by a two-thirds majority vote of the council at any regular meeting, provided the quorum is met.  Advance written notice must be made available to all members of any amendments to the By-Laws is required. 


	ARTICLE V
	REQUESTS: All financial and non-financial requests made by an individual or an organization must be submitted in writing for the executive committee and members to review and consider. Requests from the faculty members and/or school must be prioritized by principal before consideration by PTO.


	ARTICLE VI
	PARLIAMENTARY AUTHORITY: The rules contained in Robert’s Rules of Order Newly Revised shall govern West Ridge Elementary PTO in all cases where inconsistent does not exist with this Constitution and By-Laws or any special rules that West Ridge Elementary PTO may adopt.



	ARTICLE VII
	FUNDS: 

1. A committee comprised of the incoming President and Treasurer shall develop an annual budget for the upcoming year prior to the September regular meeting.  The outgoing President or Treasurer may serve as advisors to this committee.

2. The annual budget of expenditures shall be presented and approved at the regular September meeting.

3. Any expenditure of funds that has not been included in the approved budget must be presented and approved at any regular meeting by a quorum of the membership.

4. The president shall appoint an auditor or auditing committee, before May 31 to audit the financial records and accounts.  The results of the audit shall be presented to the PTO at the September regular meeting.
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