The Vanguard School
Parent Teacher Organization (PTO) Bylaws

Approved by The Vanguard School Board on 8-28-2024

ARTICLE I - NAME

The organization shall be named The Vanguard School Parent Teacher Organization (PTO) and
shall herein be referred to as the PTO.

ARTICLE Il - MISSION STATEMENT
The PTO is organized for the purpose of supporting the goals of The Vanguard School.

ARTICLE Il - POLICIES

Section 1: The ultimate authority of the PTO is limited to functions delegated to the PTO by
The Vanguard School Board of Directors and includes associated fundraising and supporting
student activities. The PTO performs these functions as an officially appointed committee of
The Vanguard School as granted by The Vanguard School Board of Directors. All proposed
changes to bylaws must be brought before The Vanguard School Board of Directors for
approval. Initial officer positions of the PTO shall be appointed by The VVanguard School Board
of Directors and shall remain in office initially for a period of two years for all positions.

Section 2: The PTO is a standing committee of The VVanguard School Board of Directors
(herein referred to as TVSBoD). As a standing committee of the TVSBoD, the TVSBoD may,
by majority vote, suspend the activities of this committee or dissolve it indefinitely. The
TVSBoD also delegates the Executive Director the authority to temporarily suspend this standing
committee of the TVSBoD for up to three months.

Section 3: The name of the 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 PTO.

Section 4: The PTO shall post their transaction ledger on the PTO section of The Vanguard
School website monthly after it has been presented to TVSBoD by the PTO treasurer or designee
at the regular monthly VVanguard School Board meeting. The ledger site shall be open to the
public for review without encumbrances.

Section 5: The PTO treasurer will present all financial information to the Business Manager of
The Vanguard School monthly, prior to the scheduled monthly Vanguard School Board meeting
so that the reconciled version can be presented. The Business Manager shall conduct an annual
financial audit and report the results to the outgoing and incoming PTO boards as well as the
TVSBoD Treasurer. The PTO will have a separate fund, within the general fund, to ensure
proper accounting of all revenues and expenditures.



Section 6: The school year with respect to PTO accounting and elections is defined as July 1 to
June 30. The PTO shall meet at least monthly, with the possible exception of when the school is
out of session in the summer.

Section 7: A faculty or administration liaison shall be chosen by the Executive Director and
confirmed by a majority vote of the TVSBoD. It the liaison’s purpose to serve as a primary
means of communication between the PTO and The Vanguard School.

ARTICLE IV - FISCAL YEAR
The fiscal year of the PTO shall begin on July 1 and end on the following June 30.

ARTICLE V - MEMBERSHIP

Section 1 — Membership: Parents or guardians of a student currently enrolled at The Vanguard
School, the Principals, and any teachers/staff/substitute teachers currently employed by The
Vanguard School are considered PTO members.

Section 2 — Voting: Voting may only take place at official PTO meetings. Votes may be made
by electronic means, such as an electronic voting website, or through a written ballot, when
necessary. Individuals attending a meeting that are not members as defined in Article V, Section
1 are ineligible to vote. In the event of a tie, there shall be one re-vote; if the tie occurs again, the
TVSBoD will settle the tie at the next public session of the TVSBoD. Advance notice of the
meetings shall be given to the PTO membership at least seven (7) days prior to the meeting via
posting on the website and/or the Executive Director’s email blast. The agenda for that meeting
shall include items that require a vote.

ARTICLE VI - OFFICERS

Section 1 - Officers: The officers shall consist of an elected President, Vice President,
Treasurer, Secretary, and Staff Liaison. The first year there shall also be a one-time position
designated as President Elect. This is the person that will replace and become the President at
the beginning of the second year of the PTO.

Section 2 — Nominations and Elections: See Article VII, Section 2: Vice President

Section 3 — Terms of Service: Voting shall take place at the May PTO meeting. Officers shall
be elected for a term of two (2) school years by the PTO membership. Vacancies occurring
during the year shall be filled per Article VI, Section 11. A person may hold only one officer’s
position at a time. At the end of their term, an officer may run for the same position provided
they do not serve more than three (3) consecutive terms.

Section 4 — Intent: All officers shall act in the best interest of the PTO. All officers shall work
together toward a common goal of bettering The Vanguard School.

Section 5 — Compensation: No officer shall be compensated by the PTO for their service. No
member or officer shall receive a loan from the PTO. Any violation of this rule shall result in
automatic termination from position. This Section does not prohibit the PTO from making
grants to organizations associated with the school or school activities in Article X.



Section 6 — Attendance: Each officer shall attend the monthly PTO meetings. Regular
attendance at PTO meetings is required for all PTO officers. Attendance can be in-person or via
electronic device.

Section 7 — Activity Service: Officers are expected to serve as outlined in Section VII.

Section 8 — Contracts and Purchases: The PTO will not conduct any business, enter into any
contractual agreements, or represent the school in any official capacity without prior discussion
with, and approval of, the Executive Director or his/her designee. All PTO purchases must be
included in the annual PTO budget or be approved by a vote as described in Article V, Section 2.

Section 9 — Removal from Office: Any officer may be removed from office for a failure to
perform the duties outlined in Article VII by a three-fourths (3/4) vote of those members in
attendance at a regular or special PTO meeting. TVSBoD may review the removal of an officer
to determine cause and may reinstate an officer by a majority vote.

Section 10 — Resignations: Any officer may resign at any time by giving written notice to the
President of the PTO. An officer’s resignation shall take effect upon receipt by the President
unless the notice specifies a later effective date, and unless otherwise specified therein, the
acceptance of such resignation shall not be necessary to make it effective.

Section 11 — Vacancies: A vacancy in any office, however occurring, may be filled by a vote of
the officers of the PTO board during a public meeting or the TVSBoD, should the officers of the
PTO not fill the vacancy for more than two months. The appointed officer shall serve for the
unexpired portion of the term. If a resignation is made effective at a later date, the TVSBoD may
permit the officer to remain in office until the effective date and may fill the pending vacancy
before the effective date with the provision that the successor does not take office until the
effective date. The TVSBoD may remove the officer at any time before the effective term ends
and may fill the resulting vacancy at a TVSBoD public meeting.

Section 12 — Records: The Secretary of the PTO shall keep a written record of the PTO’s
activities in a manner that would allow these records to be passed along to future officers. The
secretary shall keep a written or electronic summary of all PTO meetings and publish them on
the PTO section of The Vanguard School website within seven (7) days of any meeting.
Agendas for all meetings shall be published at least seven (7) days prior to each meeting.

ARTICLE VII - OFFICER DUTIES
The Vanguard School PTO Board consists of the officers defined below and the Staff Liaison.

Section 1 — President
The President shall:

1. Preside over all meetings of the PTO.

2. Prepare each meeting’s agenda.

3. Be amember, ex officio, of all fundraisers, unless designated.

4. Represent the PTO at city-wide meetings or other meetings outside of the
organization.
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Assist in the coordination of all events held and endorsed by the PTO.

Spend no more than $50 on any one item or combination of related items not included
in the budget without consent of the general membership. All expenditures must be
PTO related.

Sign checks, notes, etc. in the absence of the Treasurer.

Appoint special committees as needed.

Ensure that PTO meetings are announced to the membership no less than seven (7)
days prior to the meeting.

The one-year, special term of the President Elect shall perform any and all duties of
the President in the President’s absence and take over as President after the first year.

Section 2 — Vice President
The Vice President shall:

1.

.

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

Preside over nominations and year-end elections.

Work directly with all officer and committee appointments.

Identify and publicize the availability of offices to the PTO membership and develop
a slate of nominations to be presented to the PTO membership.

Sign checks in the absence of the Treasurer.

Maintain contact with vendors, organizations, and vompanies with whom the PTO
works.

Section 3 — Treasurer
The Treasurer shall:

1.
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Submit the PTO approved budget to the TVSBoD Treasurer the first month of the
PTO fiscal year.

Meet with the Vanguard School Business Manager monthly to reconcile deposits and
expenditures.

Make cash and check bank deposits.

Create a spending report after each event.

Create an end of year spending report.

Pay all invoices and write all checks on behalf of the PTO, after approval for
spending.

Follow The Vanguard School PTO Financial Procedure.

Maintain a copy of the Vanguard Tax Exempt Certificate for use on PTO purchases.
Work to ensure there are no outstanding debts at the end of a fiscal year. All debts
shall be paid in full prior to the arrival of an incoming Treasurer.

Section 4 —Secretary
The Secretary shall:

1.

Respond to PTO emails and manage the PTO social media accounts.



2. Ensure the PTO physical mailbox is checked weekly on Wahsatch and Corona
campuses.

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

4. Maintain organized records from the planning of any school event hosted by the PTO.
These records will be kept in a secure location at the school. They will be made
available, upon request, to any Committee Chair planning a similar event. All records
will be turned over to the incoming Secretary.

5. Update the PTO social media and/or website with the meeting agenda no less than
seven (7) days before the next PTO meeting. Publish PTO minutes no less than seven
(7) days after a PTO meeting. Provide any other necessary information for parents,
teachers, or students on social media.

6. Record the minutes of meetings and forward copies to The Vanguard School
Executive Director and TVSBoD Secretary within five (5) days of any meeting for
review and comment before publishing on the seventh (7\") day. If the Secretary
receives no comments, the Secretary shall publish the minutes on the seventh (71")
day.

7. Circulate or post the minutes from the preceding PTO meeting at each monthly PTO
meeting.

8. Write and circulate monthly PTO e-newsletter.

9. Create and circulate PTO flyers.

10. Sign checks in the absence of the Treasurer.

11. Maintain a copy of the Vanguard Tax Exempt Certificate for use on PTO purchases.

12. Hold a copy of the PTO Bylaws, PTO Financial Procedures, parliamentary
procedures, and attendance sheet and make each available, upon request, to any PTO
member at any PTO meeting.

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

Section 5 — Staff Liaison
The Staff Liaison description is:

The Staff Liaison shall be appointed by The VVanguard School Executive Director and
shall serve as a communication conduit between The Vanguard School and the PTO. The
liaison ensures all PTO activities are in accordance with school policies and procedures.

The Staff Liaison shall be allowed to vote at all meeting. The Staff Liaison shall assist
the Vice President in counting the votes during elections. The Staff Liaison must attend
all public PTO meetings.

ARTICLE VIII - PTO Board Duties

Section 1 — Duties: The PTO Board shall conduct necessary business as outlined by the
responsibilities of the PTO. The PTO Board shall prepare a proposed budget to be voted upon
by the PTO membership at the first regular meeting of the fiscal year in August.



Section 2 — PTO Board Responsibilities: Any officer missing two (2) PTO Board meetings
without extenuating circumstances or two (2) PTO events without prior notice and approval by a
vote of the PTO Board, will be considered to have resigned their position and shall be replaced
as outlined in these bylaws. The PTO Board may vote to create and dissolve committees and
appoint members to those committees. The PTO Board may modify the budget occasionally
during the school year, which then must be approved by the vote of the full membership at the
next monthly meeting. The PTO Board shall vote on and provide a schedule of PTO meetings at
the beginning of the school year.

Section 3 — Bylaws: The PTO Board may make recommendations for modifications to these
bylaws. Modification recommendations should follow Section XII of these bylaws and shall be
presented at the public session of the TVSBoD for modification at the following TVSBoD public
session.

ARTICLE IX - MEETINGS

Section 1 — Regular Meetings of the PTO: Regular meetings shall be held every month.
Unless schedule conflicts arise, meetings shall be held at the school on a date and time
previously decided upon by the PTO Board. Dates and times of the monthly meetings shall be
presented by the President at the first regular meeting of the school year and are to be posted on
the PTO page.

Section 2 — Special Meetings of the PTO: Special meetings may be called at any time during
the school year by the President or upon written request to the Secretary by at least five (5) PTO
members. The objective(s) of a special meeting must be set forth and presented to the PTO
membership at least seven (7) days prior to the meeting and must be made available via The
Vanguard School email blast. Any and all business transacted in the special meeting shall be
limited to the objective or objectives so stated.

Section 3 —Voting: A vote may take place at any meeting of the PTO, regular or special. All
motions, except 1) budget approval and 2) voting for PTO officers are only voted on by PTO
Officers. A majority vote by PTO Officers present shall be required for a motion to pass. At
least three (3) PTO Officers must be present (either in person or electronically) to form a quorum
for a vote to be valid except during the first year when the additional position of President Elect
is in effect during which time four (4) PTO Officers must be present (either in person or
electronically) to form a quorum. The PTO Board may also choose to put any other vote before
the members present, as long as the items were on the previously posted agenda, in which case a
simple majority vote of those PTO members present would carry or defeat the motion.

Section 4 — Meeting After End of Year Votes: All newly elected Officers shall meet at least
once between May 15 and June 25 for the purposes of preparing a proposed balanced budget and
calendar to be presented at the first regular PTO meeting of the school year. A vote shall be
taken at the first regular PTO meeting in August to accept or amend the PTO Board’s proposed
budget and calendar as stated in Article XIII Section 1.



ARTICLE X - FUNDS

Section 1 — Use: PTO funds shall be used for programs, events, and items that directly benefit
the students and teachers of The Vanguard School. The PTO must adhere to the financial
policies of The Vanguard School PTO according to the approved budget and any additional voted
items.

Section 2 — Income: All funds raised for the PTO must be documented and submitted to the
PTO Treasurer within ten (10) days of receipt. All funds received by the Treasurer must be
documented and deposited into the Vanguard PTO account withing five (5) days of receipt. In
the event of a school break or holiday, or absence of the Treasurer, arrangements must be made
with another PTO officer to document and make the deposit.

Section 3 — Expenses Section: Reimbursements for all expenses shall be made only after
receipts for the expenditures have been audited, documented with an expense report, and
approved by the PTO Treasurer. Reimbursement requests should be submitted to the PTO
Treasurer within thirty (30) days of the incurred expense or by three (3) weeks prior to the end of
the fiscal year, whichever comes first, and must be accompanied by original receipt(s). Any cash
advance to cover expenses prior to a purchase must be documented in detail. All unused funds
must be returned to the PTO Treasurer immediately following the purchase.

Section 4 — Non-Budgeted Requests: Monetary requests for non-budgeted items may be
submitted to the PTO at a monthly PTO meeting by any PTO member. A vote for modifying the
budget to include the monetary disbursement shall be taken by the PTO Officers forming a
quorum at that meeting. That new budget shall be voted on at the next scheduled meeting of the
PTO by the membership. Any member making a non-budgeted request must attend both
meetings with a properly filled out funds request form stating why they are making said request
and present it to the PTO Officers and membership. It is understood by the members that an
unbudgeted request may not be approved unless the expense had been previously approved by
the PTO board.

Section 5 — Reporting: When changes are made to the budget, an updated financial report shall
be made available to the public on the PTO website or using social media once it is approved
according to the steps in these bylaws.

Section 6 — Carry-Over: The PTO is authorized to carry over funds for the following fiscal
year by a vote of the PTO Officers. The annual carry-over target shall be established in the PTO
budget at the start of the school year.

ARTICLE XI -PTO ACTIVITIES

Section 1 — Committee Chairs: Each committee or activity shall have a chairperson appointed
by a vote of the PTO Board. The chairperson 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
chairpersons. These records shall be turned over to the Secretary who shall maintain a



comprehensive file of all events planned by the PTO and make them available to future
chairpersons.

Section 2 — Activity Members: Chairpersons may solicit and appoint additional members to
serve on their respective activity, as necessary.

Section 3 — Contracts and Purchases: No chairperson shall secure any contract in the name of
the PTO. All contracts must be reviewed and approved by the Vanguard School Executive
Director. Any approved purchases may only be made within the approved budget.

Section 4 — Vacancies: Vacancies for any committee occurring during the year shall be filled by
the PTO Board.

ARTICLE XII - PARLIAMENTARY AUTHORITY AND
MODIFICATIONS TO THESE BYLAWS

Section 1 — Rules: The rules contained in Robert’s Rules of Order shall govern the PTO in all
cases in which they are applicable and do not conflict with these bylaws. A copy of the Rules
shall be held by the PTO Secretary and be made available at each meeting.

Section 2 — Amendments: Proposed amendments for presentation to the TVSBoD can be
approved at any regular meeting of the PTO by a two-thirds (2/3) vote of the members voting.
Written notice of the proposed amendment shall be given to the PTO Board for review at least
fourteen (14) days prior and shall be noted on the meeting agenda as required above.

Section 3 — Amendment Approval: Proposed amendments that have been approved by a two-
thirds (2/3) majority of the PTO must be presented at the next regularly scheduled public meeting
of the TVSBoD for consideration and possible approval by the TVSBoD. Note: Itis
recommended that the PTO contact the TVSBoD in advance and present the changes at a
working session of the TVSBoD.

ARTICLE XIII - VOLUNTEERS

Section 1 — Volunteers: Volunteers can be any member of the community who wishes to work
with the PTO.

Section 2 — Standards: Volunteers must act in accordance with character guidelines set forth by
The Vanguard School at any point while representing as PTO volunteers. Any lewd or offensive
clothing is not permitted at any time. Any lewd or offensive tattoos or piercings must be covered
or removed while representing The Vanguard School. Likewise, any language or behavior that
would be inappropriate for children to use at school per policy would also be inappropriate for
volunteers while representing The Vanguard School. Any of these behaviors are cause for being
removed as a volunteer and being barred from participating in events in the future.



ARTICLE XIV - DISSOLUTION

Section 1 — Dissolution: The PTO may be dissolved provided prior notice is given to the PTO
membership and a vote is taken at the next scheduled regular PTO meeting. The request must be
approved by a super-majority vote of three-fourths (3/4) of those members present and voting.

Section 2 — Remaining Funds: Upon a vote to dissolve the PTO, or in the case that all officer
positions are not filled at the end of the school year, the remaining PTO funds shall first be used
to pay any outstanding PTO debt, and any remaining funds shall be held in escrow by The
Vanguard School for use by a future school PTO. If a PTO is not formed within twenty-four (24)
months, the funds shall, with the approval of TVSBoD, revert to The Vanguard School and be
used toward the benefit of the students under the discretion of the Executive Director and
TVSBoD. TVSBoD may also vote to continue to hold the funds in escrow for a future PTO to be
formed for additional twenty-four (24) month increments.



