GEORGE DAWSON MIDDLE SCHOOL

PARENT-TEACHER-STUDENT ORGANIZATION

BY-LAWS

2003-2004
ARTICLE I: NAME

The name of the organization shall be George Dawson Middle School Parent-Teacher-Student Organization (DMS-PTSO).

ARTICLE II:  MISSION STATEMENT

The objective of the Dawson Middle School PTSO shall be to support the students and faculty of DMS in pursuit of academic excellence through donating volunteer hours, raising funds and providing a communication corridor between parents and school community.

The association is organized exclusively for charitable, educational, religious, or scientific purposes within the meaning of Section 501c(3) of the Internal Revenue Code.

ARTICLE III: BASIC POLICIES

Section 1. The objectives of the PTSO shall be accomplished by directing programs for the benefit of students, parents and teachers in our school and shall be achieved by work in and around the school community.

Section 2.   The name of the organization or the names of any members in their official capacities shall not be used in any connection with a commercial concern or with any partisan, religious, or political interest, or for any other purpose than the regular work of the organization.

Section 3.  This organization shall seek neither to direct the administrative activities of the school nor to control its policies.

ARTICLE IV:  MEMBERSHIP & DUES


Section 1.  DMS-PTSO membership shall be restricted to families of DMS students and members of the faculty and staff at DMS.

Section 2.  The dues shall be determined by the Executive Officers serving DMS, and may be revised at any time with a 2/3 vote during an executive session. 

Section 3.  An annual membership drive shall be conducted by the Membership Committee from August through September 30.  Membership will be available on an ongoing basis for families new to DMS.  Membership shall be valid for one school year and must be renewed each year to remain active.

Section 4.  All officers and committee chairpersons must be current members of the DMS PTSO as of September 1st of their term year.

Section 5.  The membership roster shall be revealed to the Executive Officers only.  A duplicate roster shall be kept (one copy will be used for the directory and the other will remain with the Membership Chairperson).

ARTICLE V:  MEETINGS

Section 1.  The dates and frequency of general meetings of the organization shall be determined by the Executive Officers.

Section 2.  Executive Officers meetings shall be held monthly, with dates and times to be determined by the President.

Section 3.  One percent of the PTSO general membership, including two officers, shall constitute a quorum for the transaction of business at PTSO general meetings.

Section 4.  Special meetings of the organization and/or the Executive Officers may be called by the President or a majority of the Executive Officers with a minimum of two days notice.

Section 5.  Executive Officers and a representative from each committee are expected to attend each general PTSO meeting to report updates, if any.  If unable to attend, the President should be notified with such reports.

ARTICLE VI:  PTSO BOARD MEMBERS AND THEIR ELECTIONS

Section 1.  The Executive Officers of this organization shall be:

President

Vice President

Treasurer

Recording Secretary


Disbursements Officer

Section 2. The following is a list of current PTSO Committees.  The needs of the DMS-PTSO are constantly changing, and PTSO Committees may be added or deleted at the discretion of the Executive Officers without having to constantly revise the by-laws.



Communications

Community Partners

Corresponding Secretary



Directory



Educational Programs



Fundraising



Historian 



Hospitality



Liaison/ACE Committee



Liaison/ Concessions



Liaison/ School Board 

Liaison/ Spirit Shop

Liaison/ Student Health



Membership

Newsletter



Outreach



Publicity

Social Activities

Special Events



Volunteer Coordinator(s)



Welcome

Ex-officio members of the Board shall be the DMS School Principal and Vice Principal. 

Section 3.  Executive Officers and Committee Chairpersons constitute the PTSO Board.

Section 4.  Standing committees shall be determined by the Executive Officers and shall include, but not be limited to, Nominating Committee, By-law Revision Committee, and Audit Committee.

Section 5.  The Nominating Committee shall be comprised of three (3) existing Board members and two (2) members representing PTOs from feeder schools.  This committee shall be voted on by the Executive Officers at the January meeting.

Section 6.  Presentation of nominations shall be made at the April PTSO general meeting.  The nominations shall be publicized for the general membership.

Section 7.  Election of the PTSO Board shall be held at the May meeting.  The Nominating Committee shall present the nominees and accept nominations from the floor.

Section 8.  Only members who have consented to serve, if elected, shall be eligible for nomination either by the committee or by the floor.

Section 9.  PTSO Board members shall be installed at the May meeting and shall work with the existing PTSO Board through the end of the month, at which time they officially assume their duties.

Section 10. An Executive Officer or Committee Chair shall not serve more than two consecutive years in the same capacity unless the Executive Officers approve additional terms.  One who has served more than one-half of a term shall be credited with having served a full year.

Section 11.  In case of a vacancy of a PTSO Board position, the replacement shall be determined by the Executive Officers.

Section 12.  Each PTSO Board member shall keep all information and papers pertaining to his/her duties and will relinquish them to the PTSO upon completion of a term or upon resignation.  PTSO Board members are expected to submit a written summary report to the President at the end of each school year.

ARTICLE VII:
DUTIES OF EXECUTIVE OFFICERS

Section 1:  President:  The President shall preside at all general meetings of the organization and of the Executive Officers and shall be an ex-officio member of all committees except for the Nominating Committee.  The President shall have the authority to sign checks.    The President shall represent the DMS-PTSO at various meetings and programs at the request of the school district and/or the DMS principal as the need arises.

Section 2.  Vice President:  The Vice President shall be responsible for fulfilling all duties of the President in the absence of the President, as needed for the organization, and for serving as Parliamentarian at all DMS-PTSO.  As Parliamentarian, the Vice President shall have parliamentary authority, and shall make sure the organization is governed by maintaining Robert’s Rules of Order, Revised, in all cases where applicable.   Should the President’s office become vacant, the Vice President will automatically fill the position and assume the job of both President and Vice President, until a replacement for the Vice President can be determined by the Executive Officers.  

Section 3.  Treasurer:  The Treasurer shall be responsible for the implementation of proper internal controls relating to accounting procedures (i.e. documentation of expenditures, etc.), receive all monies of the organization, render a monthly report to the PTSO board and general membership, and shall have the authority to sign checks.  All PTSO monies should be counted and deposited within 48 hours of collection.  At the discretion of the Executive Officers, an audit of the PTSO financial records may be requested at any time.  It is also the responsibility of the Treasurer to see that the necessary tax forms are filed with the IRS and the Texas State Comptroller’s office, and ensure proper insurance coverage for this organization annually.

Section 4.  Recording Secretary:  The Recording Secretary shall record the minutes of all General meetings of the organization and Executive Officers’ meetings, and provide copies for each board member within a timely manner following the PTSO meetings.  In addition, the Recording Secretary shall maintain the current by-laws and update as deemed necessary by PTSO approval.

Section 5.  Disbursements Officer: The Disbursements Officer shall investigate purchase requests for their practicality, need, etc. to determine if they are valid use of PTSO money.   The Disbursements Officer shall be responsible for receiving written proposals and requests for funds upon approval by the Principal.  The Disbursements Officer works with his/her committee to prioritize funding requests, notify the Board of these requests, and present proposed disbursements to the Board for a vote.  The Disbursements Officer, along with his/her committee, shall be responsible for locating items approved for purchase, at a reasonable price and deliverable in a timely manner.  The Disbursement Officer is not responsible for writing checks.  Items purchased should be billed to the PTSO and paid by the Treasurer.

ARTICLE VIII:  DUTIES OF PTSO COMMITTEE CHAIRPERSONS
Section 1.  Communications:  The Communications Chairperson(s) shall be responsible for maintaining the Dawson e-mail pool, and keeping all PTSO members informed via e-mail by sending out general information and schedules of meetings and current events.

Section 2.    Community Partners:  The Community Partners Chairperson(s) shall be responsible for securing corporate and foundation sponsors to underwrite the cost of the newsletter and any other special projects through grants and gifts requiring funding that would not otherwise be available. This committee shall also be responsible for securing advertising for the student directory.  This committee may also coordinate the promotion and administrative handling of any community-based, product-based, or business-based partnership program (i.e.: label programs, grocery store incentives, and any other found by this chairperson).

Section 3.    Corresponding Secretary:  The Corresponding Secretary shall be in charge of all correspondence concerning DMS-PTSO in general, shall send all correspondence expressing cheer, congratulations, or sympathy on behalf of the PTSO, and deliver any gifts authorized by the PTSO Executive Officers.  He/she may also be responsible for notifying Board members prior to the general membership meetings.

Section 4.    Directory:  The Directory Chairperson(s) shall design the format to be used for the directory and shall work with the Membership Chairperson to process PTSO memberships and distribute directories.  The Directory Chairperson shall also be in charge of selecting a printing firm to publish the directory.  Directory Chairperson should provide two estimates for the printing of directory and receive final approval by PTSO Executive Officers.

Section 5.  Educational Programs:  The Chairperson(s) of this committee shall research and coordinate educational programs for DMS students and their families, if applicable.  
Section 6.   Fundraising:  The Fundraising Chairperson(s) shall be in charge of all fundraising activities.  The Chairperson shall be the contact person on any and all activities concerning fundraising for DMS.

Section 7.    Historian(s):  This Historian(s) shall be in charge of taking photos, or arranging for photos to be taken, of any PTSO and/or school activities held at the school or in the community.  The Chairperson(s) shall compile an annual scrapbook of any photos, published articles, and any other media involving school activities.

Section 8.  Hospitality:  The Hospitality Chairperson(s) shall be in charge of teacher luncheons throughout the year.  The Chairperson(s) shall select a committee and provide the Executive Officers with a list of dates and themes.  In addition, this committee may provide refreshments at the PTSO general meetings.

Section 9.  Liaison/ACE Committee:  This Chairperson shall be responsible for keeping informed of the activities of the ACE Committee and report back to the DMS-PTSO Board and general membership.

Section 10.  Liaison/ Concessions:  This chairperson shall be responsible for staffing and selling concessions at school events as requested by the DMS principal and administrative staff.

Section 11.  Liaison/School Board:  This Chairperson shall be responsible for keeping informed of the activities of the CISD School Board and report to the DMS-PTSO Board and general membership.

Section 12.  Liaison/ Spirit Shop:  This Chairperson(s) shall coordinate the sale of school-related merchandise to students and parents.  Sales of these items take place regularly during the school day and at school functions.  The chairperson(s) of this committee, working under the direction of the Principal, shall be responsible for design, ordering, delivery and sales of all Spirit Shop inventory.

Section 13.  Liaison/ Student Health:  This Chairperson shall be responsible for keeping informed on the activities of the CISD Health Committee, and reporting to the PTSO Board and general membership.

Section 14.  Membership:  The Membership Chairperson(s) shall work with Directory Chairperson to process PTSO Membership.  This involves collecting PTSO dues, and initiating an incentive program to encourage membership.  

Section 15.  Newsletter:  The Newsletter Chairperson(s) shall be responsible for creating and distributing a newsletter for DMS.  This newsletter must be approved by the PTSO President or his/her designee before it goes to print.  The frequency of newsletter distribution shall be determined by the Executive Officers.

Section 16.  Outreach:  The Outreach Chairperson(s) shall serve as a contact for families and/or students with special needs and in times of extended illness and hardship.  Duties might include providing meals, transportation, clothing and emotional support.  The Chairperson(s) shall work closely with school administrators to assess needs and assure the privacy of individuals and their families.  This committee may also be responsible for coordinating additional community charitable endeavors.

  Section 17.  Publicity:  The Publicity Chairperson(s) shall work with local newspapers and other media to publicize DMS events by providing press releases and photos.  This committee shall also work with the Vice Principal to advertise upcoming events at DMS (e.g.- marquee). 

Section 18.    Social Activities:  The Social Activities Chairperson(s) shall be responsible for PTSO-sponsored student activities (e.g. dances). 

Section 19.  Special Events:  The Special Events Chairperson(s) shall be responsible for coordinating arrangements for open houses, special ceremonies or receptions, orientation sessions, etc.  In addition, chairperson(s) shall assist other committees (Social Activities, Hospitality, Welcome, etc.) and collaborate with committee chairpersons in the event there are needs for decorations or other special arrangements.

Section 20.  Volunteer Coordinator(s):  The Volunteer Coordinator(s) shall be in charge of recruiting and coordinating parents to help throughout the year in specific capacities and as the need arises, for both school and PTSO functions.  The Coordinator(s) shall require at least seven days notice on all activities that will require volunteers.

Section 21.  Welcome:  This committee shall greet all new families at DMS, and may present the new family with a folder containing school and community information.  The chairperson(s) shall coordinate special functions several times a year in an effort to formally welcome new students and their families.  In addition, the chairperson(s) shall coordinate with school personnel to provide and distribute bread to welcome new families.

ARTICLE IX:  STANDING RULES
Section 1.  All non-budgeted disbursed funds over the amount of $250 must be approved by a majority vote of the PTSO Board.  Funds of $250 and under may be disbursed upon approval by a majority of the Executive Officers.

Section 2.  In case of time constraints, the President may present issues to the Board for vote via e-mail.

Section 3.  Executive Officers shall have the authority to make decisions in case of time constraints.  A record of Executive Officer votes will be recorded and presented at the next Board meeting.

Section 4.  Allocations from the Outreach Committee budget shall be limited to meet the school-related needs of students.  Students qualifying for the Free Lunch Program would be eligible for assistance, as would other students identified by DMS Guidance staff and anonymously presented to the Outreach Committee Chairperson(s) for approval.  Examples of assistance include, but are not limited to, providing field trip fees, activity fees, etc.

Section 5.  A minimum of $1500 shall remain in the treasury at the end of the school year in order to begin the following year’s work.

ARTICLE X:  PARLIAMENTARY AUTHORITY

Section 1.  Robert’s Rules of Order, Revised, shall govern this organization.

ARTICLE XI:  INSURANCE, BONDING, AND AUDITING

Insurance coverage (for Officers, Board Members, and liability) must be renewed each year and maintained current.  The Treasurer must also be properly bonded through a licensed insurance bonding agency.  The Treasurer’s books will be audited by a committee appointed by the Executive Officers.  A fiscal year-end financial statement shall be presented to the Executive Officers.

ARTICLE XII:  AMENDMENTS

These by-laws may be amended at any regular meeting of the PTSO Board by a 2/3 vote of the Board Members present and voting, provided that prior notice of the proposed amendments has been given. 

Any prior approved votes shall not be overturned except by a majority of the Executive Officers.

ARTICLE XIII:  DISSOLUTION CLAUSE

Upon the dissolution of the organization, assets shall be distributed for one or more exempt purposes within the meaning of the section 501 c(3) of the Internal Revenue Code, or corresponding section of any future federal tax code, or shall be distributed to the federal government, or to a state or local government, for a public purpose.  Any such assets not disposed of shall be disposed of by the Court of Common Pleas of the county in which the principal office of the organization is then located, exclusively for such purposes or to such organization or organizations as said Court shall determine, which are organized and operated exclusively for such purposes.

Amended September, 2003

Approved  by vote September 3, 2003

Executive Officers at time of amendment:

______________________________

President, Jean Mrasek

______________________________
Vice President, Maureen Fallon

______________________________

Treasurer, Anne Barone

______________________________

Recording Secretary, Jennifer Falkenberg

______________________________

Disbursements Officer, Lisa Lockhart
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