
DOWNTOWN MONTESSORI ACADEMY

PARENT TEACHER ORGANIZATION (PTO)

BY-LAWS

Effective Date:

I. NAME

a. The name of the organization shall be the Downtown Montessori Academy Parent Teacher Organization (“DMA PTO”).

II. MEMBERSHIP

a. All parents and guardians of Downtown Montessori Academy students, and the teachers, administrators and staff of Downtown Montessori Academy are members of the DMA PTO (“General PTO Membership”).

III. OFFICERS AND COORDINATORS (“PTO Officers”)

a. There are four (4) Officer positions:

i. President

1. Duties

a. Preside over Monthly PTO Meetings

b. Coordinate work of the PTO Officers and Committees

c. Represent the PTO at various school events

d. Serve as a liason between parents and administration/teachers

e. Address parent and teacher questions and concerns

2. Term of office shall be two (2) years.

3. To be nominated for the position of President, a Member must have previously served as a DMA PTO Officer or Coordinator.

ii. Vice President

1. Duties

a. Represent and assist the President as needed

b. Coordinate PTO membership registration

c. Coordinate PTO marketing activities (folders, etc)

d. Contact new families regarding PTO membership

2. Term of office shall be two (2) years.

iii. Secretary

1. Duties

a. Record and distribute minutes from Monthly PTO Meetings

b. Archive all PTO documents and materials in binders at end of school year

2. Term of office shall be one (1) year.

iv. Treasurer

1. Duties

a. Track and document PTO finances

b. Responsible for Sunshine Club duties.

c. Report on PTO finances at January and May meetings

2. Term of office shall be two (2) years.

b. There are five (5) Coordinator positions:

i. Fundraising Coordinator

1. Duties

a. Plan and coordinate fundraising activities with Committee Chairs

b. Manage ongoing fundraisers (i.e. Box Tops, Target, etc)

2. Term of office shall be one (1) year.

ii. Volunteer Coordinator

1. Duties

a. Recruit and organize parent volunteers to help with school functions

b. Maintain volunteer database

2. Term of office shall be one (1) year.

iii. Auction Coordinator

1. Duties

a. Chair Auction Committee.

b. Report regularly to PTO Membership on status of auction fundraiser.

2. Term of office shall be one (1) year.

3. To be nominated for position of Auction Coordinator, a Member must have served on the Auction Committee in the previous year.

iv. Green School Coordinator

1. Duties

a. Coordinate and lead Green School projects.

b. Work with administration and DNR to ensure DMA is maintaining its Green School status.

c. Ensure DMA is using sustainable practices wherever practicable.
2. Term of office shall be one (1) year.

v. At-Large Coordinator

1. Duties

a. Serve to fill in for officer positions where needed, providing support for Committee Chairs as appropriate.

2.  Term of office shall be one (1) year.

c. Term, Removal from Office
i. The term of office is noted in III (a) and (b) above, and/or until a successor is elected.

ii. The term of office begins in June.

iii. PTO Officers may be removed only upon a recommendation of the majority of the PTO Officers, and a two-thirds vote of the General PTO Membership present at any meeting.

d. Requirements

i. PTO Officers are required to attend all PTO meetings during their term. If a PTO Officer is absent for 2 meetings in a calendar year without prior notice to the President, that PTO Officer may be removed from office pursuant to Section III(c)(iii).

e. Resignation; Open Positions
i. Officers or Coordinators who wish to resign from their position prior to the end of their term shall submit to the President in writing their wish to resign.

ii. At the President’s discretion, the open position(s) can be filled by (a) a majority vote of the PTO Officers and Coordinators; (b) a special election (see Section VI (d)), or (c) remain open until the next regular election. 

IV. MISSION

a. Support the educational mission of Downtown Montessori Academy

b. Provide fundraising to meet the school’s needs

c. Provide support to the school, teachers and parents through volunteer support, donations and goodwill fund

d. Help build the DMA community through family outings and events

V. GOALS

a. Goals for the DMA PTO will be submitted by the PTO Officers for review to the General PTO Membership on an annual basis at the first PTO meeting of the new school year (September).

b. Once ratified by the General PTO Membership, the Goals for the school year will be posted on the PTO Bulletin Board and the Downtown Montessori web site.

VI. ELECTION OF OFFICERS AND COORDINATORS

a. Eligibility

i. PTO Officers must be members pursuant to Section II (a).

ii. Members of the Downtown Montessori Academy’s Board of Trustees are not eligible to hold a PTO Officer position.

iii. School administrators and staff are not eligible to hold a PTO Officer position.

iv. Each position may have specific eligibility requirements as specified in Section III (a) and (b) above.

b. Nominations

i. Before the April PTO Meeting, the PTO Officers will submit to the General PTO Membership a nomination form for all open PTO Officer positions.

c. Voting

i. Nominees must introduce themselves and state why they are seeking the office prior to the voting.

ii. The nominees for each PTO Officer position shall be voted on during the May PTO Meeting.

iii. The winner is determined by majority vote of all General PTO Members in attendance, including PTO Officers.

d. Special Election

i. In the event of a PTO Officer vacancy, the President may elect to call a Special Election.

ii. Nominations and Voting should proceed as described in Section VI (b) and (c), with the exception being the date of the election. 

VII. COMMITTEES

a. Special fundraising or event committees (“Committees”) may be formed by the PTO Officers as deemed necessary and appropriate.

b. Each Committee shall have at least one chairperson (“Committee Chair”), to be elected by the Committee members at its first meeting.

c. Number of committee members shall vary as needed, and shall be determined by the PTO Officers or the Committee Chair.

VIII. MEETINGS

a. General PTO Meetings

i. Meetings of the General PTO Membership (“PTO Meetings”) will be held monthly from September – May.

ii. Dates and Times 

1. Dates and times for the PTO Meetings shall be determined by the PTO Officers.

iii. Location 

1. The PTO Meetings shall be held at Downtown Montessori Academy unless a change in venue is requested by the PTO Officers.

iv. Notice

1. The General PTO Membership shall be notified by letter and email of the dates and times for all PTO Meetings. An agenda shall be provided to the General PTO Membership at least four (4) business days prior to the meeting date. 

b. Special Meetings

i. The PTO President may call a special meeting of the General PTO Membership as necessary and appropriate.

ii. Notice

1. The General PTO Membership shall be notified by letter and email of the date and time of any Special Meeting at least four (4) business days prior to the meeting date.

c. PTO Officer Meetings

i. The PTO President may call for meetings of the PTO Officers as necessary and appropriate. 

d. PTO Committee Meetings

i. Meetings of PTO Committees may be called by the Committee Chairs as necessary and appropriate. 

IX. RECORDS

a. Copies of meeting minutes, correspondence, and financial records shall be available to General PTO Members upon request to a PTO Officer.

b. PTO Meeting minutes shall be posted on the Downtown Montessori web site and the PTO bulletin board within five (5) business days after the meeting.

c. Binders

i. The PTO Secretary shall post all meeting minutes, correspondence and financial records for the school year in a binder to be kept at the school, to be accessible to the General PTO Membership, no later than June of the school year.

X. AMENDMENT

a. These Bylaws may be amended by a vote of two-thirds (2/3) of the General PTO Membership present and voting at a meeting duly called for such purpose.

b. Written notice of the meeting, including the text of the proposed Bylaw amendment, must be presented to and posted by the PTO Officers at least twenty (20) days prior to the date of the meeting.
------

Ratified by vote of PTO membership: 

v.2 11/10/08


