EVANGEL CHRISTIAN SCHOOL

PARENT/TEACHER ORGANIZATION

“PTO”
MISSION STATEMENT & PURPOSE

Organizationally, the Evangel Christian School PTO operates an arm of the Evangel Christian School Board.  The mission and purpose of the Evangel Christian School PTO are to protect and enhance the spiritual integrity and educational quality of Evangel Christian School by mobilizing parent resources.  To accomplish this mission the PTO will:

· Pray for the school administration, teachers, and students, (intercessor),

· Promote Christian fellowship and a Christian lifestyle among ECS families, (promoter of school),

· Support the teachers and the programs of ECS, (encourage),

· Raise sufficient financial support to accomplish stated purposes, (fund raiser) and

· Provide assistance to the school as needed (helper).

ARTICLE I – NAME

The name of this organization shall be the Evangel Christian School (ECS) Parent/Teacher Organization, referred to from herein as the “PTO”.

ARTICLE II – PTO EXECUTIVE BOARD

Section 1.  PTO Executive Board: The following elected officers shall constitute the PTO Executive Board: President, Vice-President, Recording Secretary, Corresponding Secretary, and Treasurer.  Other non-elected members of the PTO Executive Board shall be the ECS Administrator, ECS Superintendent, a School Board Representative, and the immediate Past PTO President.

Section 2.  Qualifications: The officers shall be any parent, legal guardian, or teacher of an ECS student who abides by fundamental Christian teachings and the ECS standard of conduct as stated in the student handbook.  The person for the Office of President must have served on the PTO Executive Board for a minimum of one year in some capacity prior to seeking the office.  They must have the abilities needed to fulfill their offices and be willing to commit themselves for the time needed to fulfill the duties of their offices.

Section 3.  Nominations:  Nomination of officers shall be made by the PTO Executive Board and received from parents, guardians, and teachers of Evangel Christian School.  The members nominated will be selected at large and by the PTO Executive Board, with a slate of officers presented at the Spring Program Meeting.  A summary statement representing all nominates shall be sent to all PTO members at least two (2) weeks before the election held at the Spring Program Meeting.

Section 4.  Elections: Members shall elect the officers by majority vote from the slate of nominees submitted by the PTO Executive Board.  The election of officers for the following school year shall be conducted at the spring Program Meeting.  In the event of a tie, the members of the PTO Executive Board shall be eligible to vote.  If there is only one qualified nominee on the ballot for a particular office, then the person nominated can be ratified by a majority vote of the PTO Executive Board with School Board.

Section 5.  Terms:  The term of office shall be one year beginning in June and ending in the last PTO Meeting of the school year, usually also in June.  Officers can be re-nominated.

Section 6.  Removal:  After timely consultation resulting in unresolved dissension, an officer may be removed from office by the School Board and/or upon recommendations of the PTO Executive Board.  Guidelines for such action would include:

· Officer assumes a doctrinal position that opposes the statement of faith or goals and objectives of the PTO or School Board;

· Displays behavior that violates the standard of conduct or is un-Christian, indiscreet, disruptive, and unethical; or

· Officer is ineffective, irresponsible, and unreliable in the execution of his official duties.  Including, but not limited to, excessive unannounced, uncoordinated, ill advised absences.  Repeated failures to provide the necessary and required Committee Reports or carry out assigned tasks.  Misappropriation of funds or the office in question or any other conduct deemed as blatant negligence.

The PTO Executive Board shall act expeditiously when it becomes aware of reasons for removal from office.  Removal will occur immediately upon action taken by the School Board and after a vote to that effect by the School Board.  The removed official relinquishes all materials and Executive Board participation in PTO activities and functions.

Section 7.  Vacancies: Vacancies created by resignation or removal shall be filled by a member appointed by the President or Vice-President, and approved by the PTO Executive Board.

ARTICLE III – DUTIES OF THE OFFICERS

Section 1.
President:
Presides at all PTO meetings and PTO Executive Board meetings and when unable to do so notifies the Vice-President.

Attends Quarterly School Board Meetings to represent ECS PTO in matters that concern ECS PTO.

Plans and organizes activities for the PTO and PTO officers for the year.

Plans and coordinates PTO meetings and projects to place on the school calendar upon approval of the Executive Board and Administrator.

Coordinates PTO meetings and agendas.

Appoints committees, chairmen, and other leaders to execute PTO projects and oversees their progress.

Directs the making of an annual budget prepared to accomplish approved PTO projects.

Appoints a committee which includes the treasurer, to propose a budget.

Co-signs checks with the treasurer to authorize payment of funds.

Ensures bylaws are reviewed annually and revised as needed.

Selects a Chairman for the Publicity Committee and assists Chairman in developing proposals and making final contracts upon approval of articles, artwork, etc.

Acts as an ex officio member of all PTO committees.

Section 2.
Vice-President:
In the absence of the President, the Vice-President will take over all the duties of the President.

If the Presidency is vacated assumes the duties of the President and serves in its capacity until the next regular election.

Attends all PTO Executive Board Meetings and PTO Meeting and when unable to do so notifies the President.

Gives special emphasis on fundraising events and projects for the PTO to pursue.

Assist committees with the coordination of plans and projects for PTO activities.

Acts as liaison for committees and fulfills other duties as assigned by the President.

Co-signs checks with the treasurer to authorize payment of funds.

Is responsible for getting parents acquainted with each other at meetings.

Section 3.
Secretary: (When there is not a Corresponding Secretary)
Attends all PTO Executive Board Meetings and PTO Meeting and when unable to do so notifies the President.

Takes minutes at all PTO Executive Board Meetings and PTO meetings.

Distributes approved minutes to PTO Executive Board, Administrator, School Board member, and immediate Past President.

Notifies parents and PTO Executive Board of board meetings and general PTO Meetings.

Contacts school office at least ten (10) days prior to PTO Meetings to insure announcements are included in the Parent Page.

Is responsible for submitting or coordinating the submission of PTO activities, meetings, fund-raisers, etc., as articles for the Parent Page.

Maintains a history of the PTO activities and projects by compiling reports received from committee chairmen and other officers.

Keeps an accurate roster with telephone numbers of PTO members to include parents, guardians, teachers, students, and administration.

Prepares mailing for the PTO and attends to all correspondence such as thank you notes to businesses, volunteers, parents; and requests for donations.

Sends cards to faculty, staff, and administration of ECS for birthdays, illnesses, or expressions of sympathy.

Acts as liaison for committees and fulfills other duties as assigned by the President.

Is responsible for getting parents acquainted with each other at meetings.

Section 3.a
Recording Secretary: (When there is a Corresponding Secretary)
Attends all PTO Executive Board Meetings and PTO Meeting and when unable to do so notifies the President.

Takes minutes at all PTO Executive Board Meetings and PTO meetings.

Keeps minutes on file and reads them at subsequent PTO Executive Board meetings and PTO Meetings.

Distributes approved minutes to PTO Executive Board, Administrator, School Board member, and immediate Past President.

Maintains a history of the PTO activities and projects by compiling reports received from committee chairmen and other officers.

Acts as liaison for committees and fulfills other duties as assigned by the President.

Is responsible for getting parents acquainted with each other at meetings.

Section 3.b
Corresponding Secretary: (When there is a Recording Secretary)
Attends all PTO Executive Board Meetings and PTO Meeting and when unable to do so notifies the President.

Notifies parents and PTO Executive Board of board meetings and general PTO Meetings.

Contacts school office at least ten (10) days prior to PTO Meetings to insure announcements are included in the Parent Page.

Is responsible for submitting or coordinating the submission of PTO activities, meetings, fund-raisers, etc., as articles for the Parent Page.

Keeps an accurate roster with telephone numbers of PTO members to include parents, guardians, teachers, students, and administration.

Prepares mailing for the PTO and attends to all correspondence such as thank you notes to businesses, volunteers, parents; and requests for donations.

Sends cards to faculty, staff, and administration of ECS for birthdays, illnesses, or expressions of sympathy.

Acts as liaison for committees and fulfills other duties as assigned by the President.

Is responsible for getting parents acquainted with each other at meetings.

Section 4.
Treasurer:
Attends all PTO Executive Board Meetings and PTO Meeting and when unable to do so notifies the President.

Plans the annual operating budget with the President to accomplish approved PTO projects.

Serves as Chairman of the Budget Committee and works with the committee appointed by the President to develop budget to present for approval to the PTO Executive Board.

Collects and has charge of all funds of the PTO.

Co-signs checks with the President or Vice-President to authorize payment of funds.

Publishes monthly statement and presents at Executive Board Meetings and PTO Meetings.

Gives treasurer report at PTO Meetings: total receipts, expenditures and balance.

Keeps financial records and prepares them for an annual internal audit.

Arranges for and supervises the ushers for PTO meetings.

Acts as liaison for committees and fulfills other duties as assigned by the President.

Is responsible for getting parents acquainted with each other at meetings.

Submits quarterly financial statements to School Board.

ARTICLE IV – STANDING COMMITTEES

Section 1.  Nominating Committee: The nominating committee shall be comprised of the PTO Executive Board whose duties shall include:

· Receive nominations from the members at least one month prior to the Spring Program Meeting;

· Evaluate the spiritual, personal and professional qualifications of the nominees to perform various officer jobs (Listing should be verified through Administration and School Board);

· Present a single slate of officers after considering, contacting, and approving all nominees.  The slate of officers shall be presented to all members through a Parent Page article at least two weeks before election.  Members will be permitted to nominate officers by submitting names to the PTO before presented in the Spring Program Meeting. Candidates should be a professing christian and an active member in a local church.

· Select the most qualified individuals for these specific officer positions; and

· Contact the nominees, preferably in person, describe the job and ask the individual to serve in the job.

Section 2.  Budget Committee: The Budget Committee shall be chaired by the Treasurer of the ECS PTO.  Other committee members shall include the President, immediate Past President, Vice-President, School Administrator, and a member of the School Board.  It shall be the duty of the Budget Committee to prepare a budget for the upcoming year.  This budget shall be submitted to the PTO Executive Board in August and voted upon.  The Board’s recommendations to accept the Budget shall be presented at the first PTO meeting of the school year.

Section 3.  Publicity Committee: The President shall appoint a member of the PTO to serve as Chairman of the Publicity Committee.  The Publicity Committee Chairman may coordinate any action which publicizes the school and seek assistance from other PTO members to accomplish desired goals.  The Publicity Committee shall report at the PTO Executive Board Meetings any proposals and suggestions for advertising and publicity.  The PTO Executive Board shall consider and vote on proposals prior to any expenditures or commitments to suppliers.

Section 4.  Other Committees: The PTO Executive board shall name committee that suit the needs of the PTO.  The PTO Executive Board shall meet to select the Chairmen of the Standing Committees, Other Committees and/or Appointments.

ARTICLE V – MEETINGS

Section 1.  The meeting dates of the PTO Meetings shall be established by the PTO Executive Board and School Administrator for the upcoming school year, in July of each year.  The dates shall be coordinated with the School Administrator to insure the dates are placed on the school calendar and available to ECS parents prior to the first day of school.  PTO meetings will consist of three types of meetings briefly described as follows:

Section 1.a
PTO Meetings: Held during the school year at 7:00 p.m. at the Assemblies of God.  These meetings will typically be business-like conducting the business of the PTO.  Agendas will include:




Opening Prayer




President’s Welcome and Opening Remarks




Secretary’s Reading of the Minutes




Treasurer’s Report




Collection of Offerings




Vice-President’s Report of Activities




Reports from Standing Committees




New Business/Old Business




Open Discussions/Questions from Floor




Adjournment with Prayer

Section 1.b
PTO Program Meetings: Meetings called by the School Administrator that include special programs such as Orientation, the Christmas Play, K5 Graduation, etc.  The meeting portion of the PTO Executive Board is to briefly update and remind PTO of upcoming events, fund-raisers, and meetings.

Section 1.c
PTO Executive Board Meetings: The PTO Executive Board Meetings will meet before any scheduled PTO Meeting or PTO Program Meeting.  The PTO President shall announce scheduled upcoming meetings and shall request the PTO Secretary to contact appropriate individuals for unscheduled meeting.  A set monthly date should be adhered to as much as possible.

ARTICLE VI – GENERAL

Section 1.  Each officer and chairman shall prepare an annual report that is due to the Vice-President prior to the June Joint Board.  The June Joint Board is a meeting scheduled in June by the Out-going President and Executive Board, to meet with the In-coming President and In-coming Board; for the official passing of the records and closing of the previous PTO year.

Section 2.  All proceeds from money-making projects shall be turned into the Treasurer in their entirety within two (2) weeks after the completion of the project.

All moneys raised by, collected by, or donated to the ECS PTO shall, in accordance with its standing Bylaws be properly accounted for and distributed by the PTO organization, consistent with the goals and recommendations submitted, by the Budget Committee and approved by the PTO Executive Board and School Board.

Any and all requests for funds that have not been previously budgeted for shall be labeled as a Non-Budgeted funds Request.  As such, the APPROVAL for distribution of PTO funds in support of said request, shall come only after a special convening of the Budget Committee and the PTO Executive Board.

However, once approved, actual fund distribution shall only occur after all Budgeted funds have been raised and collected.  The exception to this would be any urgent need of funds for the school operations.

If there are multiple approved Non-budgeted Funds Request a prioritization meeting by the PTO may be required. All non-budgeted disbursement of funds is subject to School Board approval.

All non-budgeted expenditures over $25.00 (twenty-five) must have the approval of a majority of the PTO Executive Board.  Each occurrence shall be documented and recorded by the Treasurer.

Any expenditure in excess of the approved budgeted amount have APPROVAL by a majority vote of the School Board.

Additionally, in accordance with ARTICLE III Section 1. President:; of the ratified PTO Bylaws, the PTO Chair requests that invitation and notification of the Quarterly School Board meetings be provided so as to effect proper attendance.  At the quarterly meetings, PTO President may present PTO reports and may remain for the portion of the Board Meeting that pertains to PTO.

AS APPROVED BY: Evangel Christian School Board



August, 1995
___________________________________

Superintendent: Dr. Robert Duncan

___________________________________

Chairman: Mr. Dale Hunter

___________________________________

Administrator: Mrs. Ada Dowdy

Jackie Scott
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