Latrobe Parent Teacher Club

By-Laws

Article I

A.  Name. The name of and location of this organization shall be Latrobe Parent Teacher Club (PTC), Latrobe School District, 7900 South Shingle Road, Shingle Springs CA 95682.

Article II

A. Mission.

The mission of the Latrobe PTC is as follows:

1. To nurture the relationship between home and school so that parents and teachers may cooperate intelligently in the education of the child.

2. To enhance the educational facilities and opportunities for the students of Latrobe School District that are not otherwise provided for in the school budgets.

3. To foster positive school/community relationships through fundraising and family/community activities.

Article III

A.  Membership.The membership of  Latrobe PTC shall be:

1. All parents and/or legal guardians of students who currently attend Latrobe Elementary or Miller’s Hill schools.

2. All current faculty and staff 

3. The principal/superintendent.  He/she shall be considered as a sitting advisor or consultant.

4.  All members shall be Voting Members.  Voting Members shall have the right to vote on all issues before the membership, to elect officers and to hold office.  All members shall have the privilege of making motions and serving on committees.

Article IV

A. Officers.  The Officers of the Latrobe PTC shall consist of a President, Vice President (Historian/Fundraising), Treasurer, Secretary, SCRIP Coordinator, Marketing Coordinator, and Volunteer Coordinator.   All Officers shall be members of the Executive Committee, which may, on occasion, hold meetings separate from General PTC Meetings. Officers  shall

1. give final approval of all fundraisers, activities and services to be provided during the current school year.

2. set the calendar in the Spring for the upcoming school year.

3. have one vote.

4. approve the budget and financial report monthly

5. deliver all appropriate records to the President and/or Historian.

6. attend all General and Executive Committee meetings.

7. perform the duties set forth below. 

B. Officers’ Duties:  The duties for each position is as follows:

1. President:  The President shall be the principal executive officer of the organization and shall:

a. supervise and control all of the activities of the organization.  

b. preside at all meetings of the organization or appoint another officer to act in their absence.  

c. vote only in the case of a tie in the vote of the Executive Committee or General Membership

d.  be the primary contact for the principal and the administration.

e. coordinate the work of the officers and be a standing member on all fundraising and activities committees.

2. Vice-President (Historian/Fundraising): The Vice President shall:

a. l assist the President and shall perform the duties of the President in the absence or disability of the President to act.  

b. serve as the Historian of the PTC and be responsible for meeting with each Champion of the PTC’s fundraisers and activities and updating and storing binders for each activity annually.  The binders shall include: instructions on how to successfully implement the event; income/expenses for each event; notes describing what worked and what didn’t work; meetings held; flyers distributed; photos; and any other pertinent information that will provide the next Champion with an overview of how the activity/fundraiser was implemented.. 

c. serve as  Fundraising Coordinator and shall research and make suggestions to the Executive Committee and general membership on fundraising activities that will further the mission of the PTC.  

3. Treasurer:  The Treasurer shall: 

a. have charge of and be responsible for all funds of the organization and shall receive and give receipts for monies due and payable from all sources.  

b. deposit such funds in such banks or other organizations as are selected by the Executive Committee.  The Treasurer  and the President shall be the two signatories on these accounts. 

c. make disbursements as authorized by the President, Executive Committee or membership in accordance with the budget adopted by the membership.  

d. present a written financial report at each General Membership Meeting of the membership and at other times as requested by the Executive Committee; and shall make a full report at the end of the current school year.  

4. Secretary:  The Secretary shall: 

a. record the minutes of all meetings of the organizations and of the Executive Board Committee.  

b. post the minutes the district website,  in both the Latrobe Elementary Office and Miller’s Hill Office and have copies available for the attendees at subsequent general membership and Executive Committee meetings. 

c. keep a binder with the current by-laws and minutes of all the general and Executive Committee meetings throughout the year and be prepared to refer to them as necessary. 

d. prepare the official list of nominees for office, tally the votes and announce election results.  

5. SCRIP Coordinator:  The SCRIP Coordinator shall:

a.  be responsible for forming and overseeing a committee for the operations of the SCRIP program to market, sell, inventory and track SCRIP purchases. 

b. be responsible for all SCRIP funds and shall receive and give receipts for monies due and payable for the SCRIP program.  

c. make disbursements as authorized by the President, Executive Committee or membership in accordance with the budget adopted by the membership.  

d. present a written financial report at each General Membership Meeting of the membership and at other times as requested by the Executive Committee

e.  make a full report at the end of the current school year.  

f. work closely with the Marketing Coordinator to ensure that SCRIP information is available on the website, at the school sites and is disseminated on a regular basis through the district newsletter.  

6. Marketing Coordinator:  The Marketing Coordinator shall: 

a. work closely with the administration to insure the unified and timely dissemination of PTC information through local news organizations, the district website, the district & PTC newsletter, the reader boards and flyers

b.  be responsible for the maintenance of the district website, the production of the newsletter and the creation of flyers to assist the Champions of each PTC fundraiser and activity.  

c. update and create the student directory at the beginning of the current school year and create and order other marketing materials (e.g. school t-shirts, honor roll pins, etc.) as authorized by the administration, President, Executive Committee, or membership.  

d. be a standing member on all fundraising and activities committees. 

7. Volunteer Coordinator: The Volunteer Coordinator shall: 

a. be a standing member on all fundraising and activities committees 

b. coordinate parent and Key Club volunteers as needed.  

c. organize a master volunteer list, committee lists and room parent list.

Article V

A. Meetings

1. General Membership Meetings:  General meetings shall be held on a monthly basis as determined at the first general meeting of the current school year.  General Meetings shall not be held during the month of December.

2. Executive Committee Meetings: As needed throughout the year, special Executive Meetings may be called to:

a. transact necessary business in the intervals between general meetings and such other business as may be referred to it by the organization or committees requiring or needing assistance.

b. present a report of plans, projects, activities, etc., at the regular meetings.

c. approve routine bills.

Article VI

A.  Elections

1. Elections will be held at the first General Meeting in September of the school year.  

2. Only one person will be allowed to fill each position.

3. Nominations will be taken from the floor or in writing at the August General Meeting and through flyers distributed at the schools. Only two nominees per position will be placed on the ballot.  If more than two persons are nominated for a position, the current Executive Committee will conduct interviews and determine two nominees to be placed on the ballot.

4. Votes will be taken from the eligible voters present at the September General Meeting.

5. Voting results will be tallied by the Secretary and announced/posted before the October General Meeting

6. Newly-elected officers will take office and begin performing their duties at the October General Meeting and will continue for one year, when an election will again be held at the September General Meeting. 

