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JOHN PAUL II CATHOLIC HIGH SCHOOL

PARENT-TEACHER ORGANIZATION BY-LAWS

Mission Statement: It is the mission of John Paul II Catholic High School to provide an affordable preparatory curriculum with a Christ-centered Catholic environment. The mission encompasses the education of the whole person – spirit, mind, and body – within the tradition of the Catholic Church. 

ARTICLE I

Name
The name of this organization shall be the Parent-Teacher Organization of John Paul II Catholic High School in the Diocese of Pensacola/Tallahassee, Florida (hereinafter the “Organization”).

ARTICLE II

Objectives
The objectives of this organization shall be to foster open communication and cooperation between parents, faculty, and administration.
· Provide both formal and informal opportunities for both dialogue and information exchange.

· It shall attempt to enhance the parents’ and the teachers’ roles in the education of the student by increasing their knowledge of education and its processes, by increasing their mutual understanding of the student, and by providing the opportunity for parents and teachers to work together for the good of the child.  
· To promote parental participation in the implementation of programs, activities and

procedures of the school.

· To provide support and assistance to the John Paul II Catholic High School and its faculty and personnel.
· It shall act to promote parent-school activities and to increase on the part of its members’ interest in education, religious, and civic affairs.
ARTICLE III

Membership and Dues
Members of Organization shall consist of:  
· Families of children enrolled at John Paul II  Catholic High School. Family is defined as parents and legal guardians of the child(ren) presently enrolled in the school.

· Present members of the faculty, staff, and administration 
· Dues. The annual membership dues in the Organization shall be ten ($10.00) dollars per family, or such amount as shall, from time to time, be determined by the Executive Board.
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ARTICLE IV

Structure and Officers 
Structure:
The administrative body of John Paul II Catholic High School Parent-Teacher Organization shall be known as the Executive Board (“Board”) composed of:

President 




Principal ex officio

Vice President




Faculty Representative

Secretary




Parent Volunteer Coordinator

Treasurer




Parliamentarian (outgoing President)

Fundraising Coordinator


Sports Coordinator (Booster President)

Public Relations Coordinator


Hospitality Coordinator

Officers:
The officers of this Organization shall be a President (1) or Co-Presidents (2), a Vice President, a Secretary and a Treasurer.
The President/Co-Presidents shall perform all the duties pertaining to the office.  
· The President/Co-Presidents shall preside at all Meetings of the organization. 
· He/she shall supervise the work of other officers and committees; and be responsible for all the business of the Organization. 
· He/she shall represent the Organization; and shall sign, with the Secretary and/or Treasurer or any other proper Officer of the organization, documents and instruments authorized to be executed. He/she shall act as the representative to the School Advisory Board. 
· Establish such committees as necessary to perform the responsibilities and duties of the Organization.
· Appoint Coordinators (except the Sports Coordinator) and Committee Chairs, with the advice and consent of the Board.
The Vice President shall perform all the duties pertaining to the office.  
· The Vice President shall perform the duties of the President/Co-Presidents whenever the President/Co-Presidents is absent; shall assume the duties of that office until the next annual election if the office of President/Co-Presidents becomes vacant.
· Perform any duties assigned to him/her by the President/Co-Presidents.

· He/she shall take an active role in obtaining speakers and/or programs for all general parent meetings. 
The Secretary shall perform all the duties pertaining to the office.  
· The Secretary shall be present or have someone be present to keep a “minute book” showing a true and accurate record of all meetings of the Organization.
· Prepare agendas of the organizational meetings.
· Handle general correspondence of the Organization.
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· Shall preserve all reports and documents committed to his/her care. He or she shall execute such papers, documents or instruments as authorized by the Executive Board and deliver to his or her successor within one (1) month after the election of said successor, all Organization and Executive Board documents within his or her possession.
· Perform other duties as directed from time to time.
The Treasurer shall perform all the duties pertaining to the office.  
· The Treasurer shall be the Business Manager and the principal financial officer of the organization. He/she shall have charge and custody of and be responsible for all funds of the organization. 
· The Treasurer shall keep a record of the financial activity of the Organization.
· The Treasurer shall ensure that an up-to-date account of all receipts and disbursements is kept which shall be open for inspection by the Board and auditors at all times. 

· Give a report of account at each Parent-Teacher Organization and the Board of Directors meetings.  
· The Treasurer shall prepare and submit to the Board of Directors an annual budget reflecting the needs of the school.
· Perform other duties as directed from time to time.
The Parliamentarian, as the previous President, will serve a one-year term as a resource for the Board and to guide the Organization according to its by-laws and parliamentary procedure.

Committee Coordinators:   
Each committee coordinator shall keep accurate records of the committee, initiate and lead the activities of the committee, select and secure members of the committee, report at meetings as appropriate, and copy the President on all committee correspondence.
· The Hospitality Coordinator is responsible for the welcoming of all new JPII families, teachers, administrators, and staff, as well as the coordination of the annual new family orientation. They will also be responsible for contacting parents of new students, inviting them to Organization meetings. Their duties will include finding a chairperson and committee for events such as Teacher Appreciation Week, a Fall Family Picnic, Bake Good Volunteers, and/or an Adult Social. This Committee is also responsible for making appropriate condolences and congratulations on behalf of the Organization. 
· The Volunteer Coordinator shall be responsible for the recruitment and organization of volunteers to help carry out the many activities of the Organization, teachers, and classrooms. This committee will seek the input from each individual teacher and the school administration to define volunteer needs. He/she will help coordinate communication of class room events and activities to other parents to identify volunteers for needed positions.
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· The Public Relations Coordinator shall be responsible for the community publicity of all Organization events and any other John Paul II Catholic High School related events deemed necessary by the administration of the school. He/she will submit articles and news to the church bulletins, local (i.e. Tallahassee Democrat’s Homeroom section) and diocesan newspapers regarding activities of the school. He/she will work with the other coordinators to identify public relation needs of each committee.
* Principal’s and/or President’s pre-approval required on all written submissions.

· The Fundraising Coordinator- shall be responsible for arranging and coordinating the special fundraising activities of the Organization and delegate responsibility for each activity to a Chairperson appointed by the President. He/she will assist these chairpersons. This committee will plan fundraising activities that will benefit John Paul II Catholic High School. 
Examples of these Ad Hoc Committees are:

a. 50/50 Raffle

b. South Woodstock

c. Catholic Business Directory
· The Sports Coordinator/Booster President will provide updates to the Organization.
ARTICLE V

The Board
· All matters of the Organization policy and administration shall be vested in the Board. 
· A majority of the Board shall constitute a quorum and a majority vote thereof shall be sufficient for the approval or disapproval of any action taken. 
· Meetings of the Board shall be held on a bi-monthly basis, at the call of the President, or any three members of the Board with the approval of the Principal. 
· The Board, with the approval of the Principal; shall suggest replacements for any vacancies among officers of the Organization. The Principal shall then appoint the replacement. 
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                                                                 ARTICLE VI
Meetings
· The Board shall meet on a bi-monthly basis beginning in August.
· There shall be at least three general membership meetings each year; fall, winter and 
                  spring commencing at 7:00 p.m. at John Paul II Catholic High School.

· Meeting dates will be posted on the school calendar and shall be open to all members.

· At a regularly scheduled meeting of the membership, those present shall constitute a quorum.

ARTICLE VII
Nomination and Election of Officers
The President shall appoint a nominating committee at the January meeting. The committee shall be composed of the Vice-President; Principal and three (3) members of the Organization who are not currently elected officers of the Organization. The committee shall present its nominees of officers at the May meeting each election year to be voted on by the general membership. A majority of the votes cast shall elect each officer.
ARTICLE VIII
Term of Office

· The term of office for the four executive officers shall be for two years, with two officers being elected in alternating terms in order to keep continuity on the Board.

· On alternating years, the President and Secretary will be elected for a two (2) year term. In opposite alternating years, the Vice-President and Treasurer will be elected for a two (2) year term.
· Coordinators shall be appointed to one year terms, but may be renewed for subsequent terms.

· Terms of Officers and Board Members shall commence on June 1 of the year in which they are elected or appointed for the following academic year.

· Transition Provision- The President and Secretary shall be elected for a term of two
      (2) years. The Vice-President and Treasurer shall be elected for term of one(1) year.
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                                                                   ARTICLE IX
Finances

· All families, as members of the Organization, pay dues of $10 per year, per family. This becomes the source of financial activity of the Organization each year. 
· A careful record of financial activity is kept by the Coordinator of each activity.

· As per directives of the Diocese, all monies are deposited in the Fund of the School; and are carefully recorded and credited to the Organization.

· No fundraising activity shall be undertaken without the consent and approval of the Principal, and these monies shall be expended only upon his/her approval. 

· Each year, upon consultation with the Principal, the Board of the Organization designates its funds for expenditure. However, the Principal may draw upon these funds, if the need arises, without consultation. 

· At the end of the school year, if funds have not been designated, they are deposited in the general Fund of the school.
                                                                 ARTICLE X
Parliamentary Procedure
The rules contained in “Robert’s Rules of Order, Revised” shall govern this Organization in all cases not otherwise covered by these by-laws or standing rules.
                                                                  ARTICLE XI
Amendments
These By-laws may be altered, amended or repealed and new By-laws may be adopted by a majority vote of the members at any regular meeting or at any Special Meeting. Written notice of intention to alter, amend, repeal or adopt new By-laws must be given to the general membership at least 30 days prior to such meeting. In addition to or in lieu of a vote at a regular meeting or a Special Meeting, By-law amendments may be voted on by written proxy. All notification requirements as described above apply to the proxy vote. 

Adopted:  ___________________________________
                  (Date)

Signatures:

____________________________________     
_______________________________

Principal


   


 President

                                                                                   _______________________________

                                                                                    Secretary
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