PTO BY-LAWS

Freetown-Lakeville Middle School

Adopted School Year 2021-2022
Approved 2021-12-06



Contents

ATHICIE L. INAME ..ottt ettt e b e e te e et e e taestbeeseeerbe e saeeabeebeeesseenneas 3
Article II.  MISSION STATEMENT .....ccooiiiiiiieceeee ettt e e es 3
Article ITI.  POLICIES .....oooiiiiieeiieteeete ettt ettt ettt ettt eeaeessbeesbeessbeessaessseessaessseenseensseenseensns 3
SECtioN 3.01  OPCTAION ..ecvviiiiiieeiieeeiiee ettt e eiteeeteeeeteeesteeesteeessbeeessseeessseeasseeansseesssseessseeesssaenns 3
SeCtion 3.02  TaX StATUS ..ocviiiiieeciie ettt ettt et e st e e e te e e steeesbee e aaee e sseeessaeesssseesssaeeeseaanns 3
SECHION 3.03  INAIMES ..ouviiiiiieiiieiiieciie et erte et ette et e esteeebeestaeesbeessseesbaessseesseessseenseessseenseessseesaessseans 3
Section 3.04  COOPETALION ...eeeuvieeieiieiitiieeiieeeieeeeteeeeieeesteeesteeessteeessseeessseeasseeasseesssseessseeenseeenns 3
SECtion 3.05  VOIUNIEETS.....uiiiiiiiiiie ettt ettt e et e e st e e s beeestbeeesaeeessaeesssaeesnsaeessneaenns 3
Article V. MEMBERSHIP..........c.cooiiiiiiiectecce ettt ettt s sab e eseesnaeennee e 3
Section 4.01  MeEMDBEISIIP ..eiiiiiiiiiie ettt e et e e te e e aeeetbeeessaeesraaeeensaeeennaaens 3
SECHION 4.02 VO utiiiiiiiieiieeeiee ettt ettt e et e e et e e s te e e s teeesssee e sseeassaeesseeensseesssseessseeensseaans 4
Article V. OFFICERS ...ttt ettt ettt e bt e st eenseesabeesseessseenseesnseenseennns 4
SECION 5.01  OFFICOTS ..uurieiiiieeiie ettt et e e st e e st e e stee e s beeesaeeesseeensseesssseesnsaeessseaens 4
Section 5.02  Officers EI@IDIIItY ....cccuooiiiiiiiiiiiiiieceee e 4
Section 5.03  Nominations and EICCtIONS...........ccveeiiiiiiiiieriieeie ettt 4
Section 5.04  Term OF SEIVICE ...ceevuiiiiiieeeiie ettt ettt e et e e tee e aeeesaeeessaeesraaeesssaeeenseaenns 4
SECtION 5.05  TNLEIESE .c.uviiiiiiiiiie ettt ettt e et e e stee e s abee e tseeesseeessaeesssseeessaeessseaenns 4
Section 5.00  COMPENSALION ......uieuiieiieriieeiieeieeteeeieesteeeteeteesereeseessteeseessseeseessseenseassseenseessseans 4
Section 5.07  AMENAANCE ......ccoviieeiie i eciee ettt e et e e st eesteeesaeeessaeeesbeeessaeesaseessaeeeneaens 4
Section 5.08  COMMUITIEE SEIVICE ...veeevieeeiiieeiiieeitieeeiteeeieeesteeesreeesaeeesaeeessseessseessseesseeesseaens 4
Section 5.09  Contracts and PUIrChases ..........ccceeiuieriiiiiiiniieiieeeeitee e 5
Section 5.10  Removal from OffiCe........ccociiiiiiiieiiece e 5
Section 5.11  Chairperson NOMINAtIONS ........coeeruiriiriirieeienieientesteete ettt ettt e e e saeens 5
Article VI OFFICER DUTIES ........oooiiiiiiiiieitee ettt ettt st ebeeseaeeseesnaeenneeenns 5
Section 6.01  President shalli.........c.coooiiiiiiii e s 5
Section 6.02  Co-President shall:............coouiiiiiiiiiicce e 5
Section 6.03  Treasurer Shall: ..........ccoiiiiiiiiiii et 6
Section 6.04  Co-Treasurer Shall: ...........coocuiiiiiii i aee e 6
Section 6.05  Recording Secretary shall:...........cccooiiiiiiiiiiiiiiececeee e 6
Section 6.06  Corresponding Secretary shall:...........ccoooiiiiiiiiiniiiii e 7
Section 6.07  Volunteer Coordinator shall: .............ccccviioiiiiiiiiieie e 7

FLMS PTO BYLAWS 1



Section 6.08  Regular Meetings of the FLMS PTO ........ccccooiiiiiiiniiiiiiincccceeceeee 8
Section 6.09  Special Meetings of FLMS PTO .......cccoooiiiiiiiiieiiiece e 8
Section 6.10  First Annual Board/PTO Meeting ...........ccovuvieriiieiiieeiiieeciee e 8
Section 6.11  Last Annual PTO MeEEtING.......cocueviiiiriiriiiiirienieeeseceetese et 8
Article VII.  FUNDS ..ottt sttt ettt et sttt st e b et e sae e 8
SECHION 7.0T  TUSE .ttt ettt et b ettt e s ae e et esaee e bt esabeebeesaeeebeesateans 8
SeCtion 7.02  TNCOME ....ueieieiiiiiiie ettt ettt et e et e e et e e e satee e s abeeesabeeesseeessseesnsseesssaeessseaenns 8
SECHION 7.03  EXPEISES ..eeuviiiiiiiieiiieeiieeiie ettt et ettt e st e e bt e s ateebeesateesbeessseenseessaeenseassseeseenasaans 8
Section 7.04  Non-Budgeted REQUESES ........ceeiuiiiiiiiiiiiiecieece ettt 8
Section 7.05  REPOTTINE ..couveruiiiiiiiiieeieete ettt ettt ettt ettt saeebeeaeesaeeaesanens 9
SECHION 7.00  CAITY OVET ...viiuiiiiiiieiieeitieite et ertteeteestteeteessteeseessseesseessseenseassseenseessseenseassseeseessseans 9
Article VIII.  COMMITTEES .......o ottt sttt st s 9
Section 8.01  CRAIIPEISOMS .....eeruiiiiriiirieeteeiteett ettt ettt ettt ettt sbe et st e sbeebeeaeesaeeeesaeens 9
Section 8.02  RECOTAS ...euiiuiieiiiiieieiteste ettt ettt et st e et sbe et e sbe e sanen 9
Section 8.03  Committee FUNAING .......coouiiiiiiiiieiieiiicitee ettt seeeaaaens 9
Section 8.04  CommIttEe MEMDETS .......ccciuiiiiiiiiieiiieeiie ettt et e e e e e e etaeesaaeeesaeesaeaeans 9
Section 8.05  Contracts and PUrchases ..........coceoeeviiiiiiiiiiiiiiniiiecceeee e 9
Section 8.060  AHENAANCE ......c.eevuiiiiiiiiieieee ettt ettt sttt et e sttt et sae e b eaeen 9
Section 8.07  Rules 0f the DISIIICT......c.iiiiiiiiciie e e eaee e 9
Article IX. PARLIAMENTARY AUTHORITY ...oooiiiiiieiieie ettt 10
SECtion 9.01T  RUIES c..eouiiiiiiieieee ettt sttt ettt sae e 10
Section 9.02  Bylaw COMMITEE ......c..eviiriiriiriiiiiiieriteieeteete ettt 10
Section 9.03  Bylaws AMENAMENt ..........coccuieiiiiiiiiiiieiieeieeeie ettt 10
Article X.  DISSOLUTION ......oouiiiiiiiiieeeeeee ettt ettt sttt sttt et entesaeesesneens 10
Section 10.01  DISSOIULION ....eoeiviiiiiieieiie ettt e et e e re e et eeestaeeeaaeessaeesaseeesaseeas 10
Section 10.02 Remaining FUNAS...........ccccioiiiiiiiiiiiieieeeee ettt 10

FLMS PTO BYLAWS 2



Article I.

Article II.

Article III.

Section 3.01

Section 3.02

Section 3.03

Section 3.04

Section 3.05

Article IV.

Section 4.01

NAME

The organization shall be named Freetown-Lakeville Middle School Parent Teacher
Organization; herein referred to as the FLMS PTO

MISSION STATEMENT

The FLMS PTO is organized for the purpose of supporting and enhancing the
educational experiences of the School’s students by: Providing an organization
through which the parents, school, and teachers can work cooperatively; and
providing financial support for programs funded outside of the annual school
budget.

POLICIES

Operation

The FLMS PTO shall operate for charitable, educational, non-partisan,
non-sectarian, and non-commercial purposes and shall not discriminate based on
age, sex, creed, or national origin.

Tax Status
The policies of the FLMS PTO are established to maintain a tax-exempt status as
defined by section 501(c)3 of the Internal Revenue Code.

Names

The name of the FLMS PTO and the names of any of its members in their official
capacities shall not be used in any connection with a commercial concern or political
interest or for any purpose not appropriately related to the Mission of the FLMS
PTO.

Cooperation

The FLMS PTO may cooperate with other PTO’s within the same school district that
have similar goals and interests, however they shall not interfere with the
administration of these schools or seek to control its policies. The PTO may
cooperate with other organizations and agencies active in child welfare, such as
conference groups or coordinating councils, and may enter into cooperative
arrangements subject to review and approval by the Board.

Volunteers

Any person volunteering at a FLMS PTO event or serving in an official FLMS PTO
position must have an approved CORI on file with the school district to volunteer, in
addition to fingerprinting when deemed necessary by the school administration.

MEMBERSHIP

Membership
Any parent or guardian of a student at the School, the Principal, or any teacher
currently employed at the School may be a FLMS PTO Member.
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Section 4.02

Article V.

Section 5.01

Section 5.02

Section 5.03

Section 5.04

Section 5.05

Section 5.06

Section 5.07

Section 5.08

Vote

Each board member shall have one vote. Voting may take place by voice or, upon
request, by written ballot, or electronically as needed. All outcomes from electronic
votes shall be noted in the next meeting minutes. A vote may be offered to the
general membership per the discretion of the Board.

OFFICERS

Officers

The Officers shall consist of elected President, Co-President, Treasurer, Co-
Treasurer, Recording Secretary, Corresponding Secretary, and Volunteer
Coordinator. The positions of President and Co-President are a shared position
between two individuals, thus acting equally. In addition to the positions of
Treasurer and Co-Treasurer are a shared position between two individuals, thus
acting equally. All President and Treasurer positions must be filled in order to have
an active board. In the event that not all President and Treasurer positions are filled
one other board members (Recording Secretary, Corresponding Secretary, and
Volunteer Coordinator) must be considered backup President or Treasurer. This
should be announced at an open meeting.

Officers Eligibility

Due to the high level of standards and accountability held by the PTO Officers, and in
accordance with the Superintendent’s guidelines, these positions cannot be filled by
a Freetown-Lakeville full time employee such as teachers, school officials,
administrators, etc.

Nominations and Elections

Nominations for Officers’ positions shall be submitted at the April FLMS PTO
Meeting. At this meeting additional nominations may also be made by the FLMS PTO
membership.

Term of Service

Voting shall take place by written ballot at the May FLMS PTO meeting. Officers shall
be elected for a term of two calendar years (beginning July 1st and ending on the
following June 30th) by the general FLMS PTO Membership with a maximum of 4
years in the same position. A person may hold only one Officer’s position at a time,
except in extenuating circumstances.

Interest
All Officers shall act in the best interest of the FLMS PTO.

Compensation
No Officer shall be compensated by the FLMS PTO for their service.

Attendance
Each Officer shall attend the Board and monthly PTO meetings.

Committee Service
Each Officer is expected to serve on a minimum of one committee per year.
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Section 5.09 Contracts and Purchases
No Officer shall secure any contract in the name of the FLMS PTO without the
approval to do so by vote of the FLMS PTO Members. Any approved purchases must
be made within the budgetary restrictions.

Section 5.10 Removal from Office
Any Officer can be removed from office, with or without cause, by a two-thirds vote
at a regular FLMS PTO meeting. Advance notice of the vote shall be given to the
FLMS PTO Membership at least one week prior to the meeting.

Section 5.11 Chairperson Nominations
Each Officer shall assist in nomination of income Chairpersons of the Standing
Committees.

Article VI. OFFICER DUTIES

Section 6.01 President shall:
a) Setdate and time for monthly board meetings.
b) Preside over all meetings of the FLMS PTO.

c) Beamember, ex-officio of all committees, except a committee to elect the
Board.

d) Represent the FLMS PTO at city-wide meetings or other meetings outside of
the organization.

e) Assistin the total coordination of all committees and the FLMS PTO as a
whole.

f) Spend no more than $100 on any one item or combination of related items,
not included in the budget, without the consent of the general membership.

g) Sign check, notes, etc. in the absence of the Treasurer.
h) Ensure the Treasurer has filed the tax returns in a timely manner (internal
deadline September 30t),
Section 6.02 Co-President shall:

a) Perform the duties of the President in his/her absence, resignation, or
inability to serve.

b) Represent the FLMS PTO at city-wide meetings or other meetings outside of
the organization.

c) Assistin the total coordination of all committees and the FLMS PTO as a whole.

d) Spend no more than $100 on any one item or combination of related items, not
included in the budget, without the consent of the general membership.

e) Ensure the Treasurer has filed the tax returns in a timely manner (internal
deadline September 30th).
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Section 6.03 Treasurer shall:

a)
b)

<)

d)

f)
g)

h)

k)

1)

Act as custodian of funds and perform all banking activities of the FLMS PTO.

Maintain up-to-date, accurate financial records of the FLMS PTO available by
request by any active member of the FLMS PTO.

Receive all funds of the FLMS PTO; including, but not limited to, donations, and
fundraising sales and contributions.

Provide a written and oral financial report of the receipts, deposits, expenditures,
and a monthly bank statement at each board meeting and at other times upon
request of the Board.

Prepare and present a draft budget for the upcoming school year no later than
the last regular meeting of the school year.

Provide a written financial summary at monthly FLMS PTO meetings.

Audit all invoices and receipts submitted for payment or reimbursement to
ensure each request is compliant with FLMS PTO policies. Pay all bills and
disburse funds as authorized by the Board.

Perform the complete and timely filing of all federal and state tax returns, as well
as other financial reports, pertaining to the FLMS PTO’s 501©3 status, as
applicable, and maintain accurate records as such.

Complete all financial updates by the close of the Fiscal Year and provide a full
year-end report.

Bank Provisions. Two Board Members must always be signatories on the bank
account(s).

Spend no more than $100 on any one item or combination of related items, not
included in the budget, without the consent of the general membership.

Ensure the tax returns are filed in a timely manner (internal deadline
September 30th).

Section 6.04 Co-Treasurer shall:

a)

b)

<)

d)

e)

Perform the duties of the Treasurer in his/her absence, resignation, or
inability to serve.

Audit all invoices, receipts, and Treasury reports on a monthly basis to
ensure each request is in compliance with FLMS PTO policies.

Assist with the completion of all financial updates by the close of the Fiscal
Year and provide a full year-end report.

Spend no more than $100 on any one item or combination of related items,
not included in the budget, without the consent of the general membership.

Ensure the Treasurer has filed the tax returns in a timely manner (internal
deadline September 30th).

Section 6.05 Recording Secretary shall:

a)

Prepare each meeting’s agenda and circulate to the Board no less than 24 hours
prior to each monthly meeting.
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Section 6.06

Section 6.07

Maintain all records of the FLMS PTO, including transactions, contracts, and
related documents.

Record the minutes of the meetings of the Board and FLMS PTO and forward
copies to each Board member within two weeks of the recorded meeting.

Provide a copy of the minutes from the preceding FLMS PTO meeting at each
monthly FLMS PTO meeting.

All records should be kept in a secure location, should be made available, upon
request, and turned over to the next Secretary to hold this position.

Spend no more than $100 on any one item or combination of related items, not
included in the budget, without the consent of the general membership.

Corresponding Secretary shall:

a)

b)
<)

d)

Perform the duties of the Recording Secretary in his/her absence, resignation, or
inability to serve.

Maintain all records of the FLMS PTO correspondence and related documents.

Maintain organized records from the planning of any event hosted by the FLMS
PTO. These records should be made available, upon request, to any Committee
Chair planning a similar event. Records shall include the completion of an Event
Synopsis that will be created after each event.

Attend to the official correspondence of the FLMS PTO, including, but not
limited to, gestures of appreciation and sympathy on behalf of the FLMS
PTO.

All records should be kept in a secure location, should be made available,
upon request, and turned over to the next Secretary to hold this position.

Spend no more than $100 on any one item or combination of related items,
not included in the budget, without the consent of the general membership.

Volunteer Coordinator shall:

a)

b)

Publicize FLMS PTO positions and recruit volunteer to fill open Board
positions for the upcoming school year.

Work with the Board and Committee Chairs to prepare a list of nominees to be
included on the annual election ballot at the April FLMS PTO meeting. This list
shall be completed and publicized to all FLMS PTO members two weeks prior to
the April meeting.

Work to publicize school events on the website, Facebook, and other social
media outlets.

Submit volunteer lists to the school within the required lead time to substantiate
the eligibility of volunteers. Once the volunteer list if finalized, send the list to
the Event Chairperson prior to all events

Spend no more than $100 on any one item or combination of related items, not
included in the budget, without the consent of the general membership.
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Section 6.08

Section 6.09

Section 6.10

Section 6.11

Article VII.

Section 7.01

Section 7.02

Section 7.03

Section 7.04

Regular Meetings of the FLMS PTO

Meetings shall be held monthly, except during July and August, at the School or via
Zoom, on a date and time pre-established by the Board. Dates and times of the
monthly meetings shall be presented at the first regular meeting of the school year.

Special Meetings of FLMS PTO
Meetings may be called at any time during the school year by the Chair or Co-Chair
with notice given at least 5 days prior.

First Annual Board/PTO Meeting

The Board shall meet at least once between July 1 and the first FLMS PTO meeting of
the upcoming year for purposes of reviewing the proposed budget and a schedule of
events which shall be presented at the first regular FLMS PTO meeting of the school
year. A vote shall be taken at the first regular FLMS PTO meeting as to either accept
or amend the Board’s proposed budget.

Last Annual PTO Meeting
The final FLMS PTO Meeting shall take place in June, prior to the close of the school
year.

FUNDS

Use

PTO funds shall be used for programs, events, and items, which directly benefit the
students of the Middle School, with the exceptions of Staff Appreciation days and
gifts.

Income

All funds raised for the FLMS PTO must be documented and submitted to the FLMS
PTO Treasurer or other authorized signer on the bank account within 5 days of
receipt. All funds received by the officers must be deposited into the FLMS PTO bank
account within 5 days of receipt. Separate deposit receipts should be maintained for
funds received from each unique event.

Expenses

Reimbursements for all expenses shall be made only after receipts for the
expenditures have been audited, documented, and approved by the FLMS PTO
Treasurer. Reimbursement requests should be submitted to the FLMS PTO
Treasurer within 30 days of the incurred expenses or by three weeks prior to the
end of the fiscal year, whichever comes first, and must be accompanied by a receipt.
Because the FLMS PTO is a 501(c)3 charity, it does not reimburse for any sales tax.
Every effort should be made to obtain the tax-exempt certificate prior to making
purchases on behalf of the FLMS PTO.

Non-Budgeted Requests

Monetary requests for non-budgeted items less than $1,000 may be submitted to the
FLMS PTO at a monthly FLMS PTO meeting by any FLMS PTO Member. A vote for
approval of the monetary disbursement shall be taken within 30 days. All requests
greater than $1,000 will be accepted in September, January, and May for
review/approval in October, February, and June. All requests of this nature require a
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Section 7.05

Section 7.06

Article VIII.

Section 8.01

Section 8.02

Section 8.03

Section 8.04

Section 8.05

Section 8.06

Section 8.07

proposal which must include 3 quotes, timing of purchase, need, target audience, etc.
Proposals must be submitted to the Board 2 weeks prior to the September, January,
and May meetings.

Reporting
An updated financial report shall be made available in printed form to each FLMS
PTO Member at each FLMS PTO meeting.

Carry over
The FLMS PTO is authorized to carry over funds for the following fiscal year as
recommended by the Board.

COMMITTEES

Chairpersons
Chairpersons of Committees shall be determined annually by the FLMS PTO
membership.

Records

The Chairperson of each committee is responsible for submitting receipts and
deposits to the Treasurer or other board member when the Treasurer is
unavailable. Chairpersons shall keep a written record of the activities of his/her
committee in a manner that would allow these records to be passed along to future
Chairs. These records should be turned over to the Corresponding Secretary who
will maintain a comprehensive file of all events planned by the FLMS PTO and make
them available to future Chairs.

Committee Funding

Chairpersons are responsible for submitting deposits to the Treasurer no later than
5 days after their event. Receipts and requests for reimbursement should be
submitted as soon as possible but in no event shall cross fiscal years.

Committee Members
Chairpersons may solicit and appoint additional members to serve on their
respective committees as necessary.

Contracts and Purchases

No Committee Chair shall secure any contract in the name of the FLMS PTO without
the approval to do so by majority vote of the FLMS PTO Board members. Any
approved purchases must be made within the budgetary restrictions.

Attendance

Committee Chairpersons shall try to attend at least 2 monthly FLMS PTO meetings to
report on the activities of his/her committee. If unable to attend, Chairpersons shall
report to the Co-Chairs by phone, email or text.

Rules of the District

All FLMS PTO events shall align with all applicable school policies and procedures.
The conduct of all GRAIS Board members, Chairpersons and volunteers shall abide
by all rules/regulations of the Freetown-Lakeville School District policy.
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Article IX.

Section 9.01

Section 9.02

Section 9.03

Article X.

Section 10.01

Section 10.02

PARLIAMENTARY AUTHORITY

Rules

The rules contained in Robert’s Rules of Order, shall govern the FLMS PTO in all
cases in which they are applicable and in which they do not conflict with these
Bylaws. A copy of these Rules shall be held by the Secretary and be made available
at each meeting.

Bylaw Committee
A Special Committee may be appointed to submit a revised set of Bylaws by majority
vote at a regular FLMS PTO meeting.

Bylaws Amendment
These Bylaws may be amended under the following conditions:

a) Atleast 14 calendar days prior notice shall be given to the FLMS PTO
Membership that a vote will be taken at the next scheduled Regular FLMS
PTO meeting.

b) All approved amendments shall become effective immediately and recorded by
the Recording Secretary.

DISSOLUTION

Dissolution

The FLMS PTO may be dissolved provided prior notice is given to the FLMS PTO
Membership, a vote is taken at the next scheduled Regular FLMS PTO meeting (a
quorum must be met), and the request is approved by a majority vote of those
present.

Remaining Funds
Upon a vote to dissolve the FLMS PTO, the remaining FLMS PTO funds shall be used
first to pay any outstanding FLMS PTO debt and then either:

a) Avote shall be taken by the FLMS PTO Membership to spend remaining funds
on an item or items that benefit the students.

b) Remaining funds shall be held in escrow by the Principal for use by a future
School PTO. If a PTO is not formed within 24 months, the funds shall revert to
the School and be used toward the benefit of the students under the discretion
of the Principal.
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