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LOUIS PIZITZ MIDDLE SCHOOL PTO

POLICIES AND PROCEDURES
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The structure of the local PTO and its specific rules and regulations are contained in the policies and procedures adopted by the members of that unit.  Local policies and procedures may not conflict with local Council Bylaws or Council Policies and Procedures.

Revised November 4, 2019 
I:  NAME AND PURPOSE

The name of this organization is the Louis Pizitz Middle School Parents and Teacher Organization (PTO), Vestavia Hills, Alabama.  It is a member of the Vestavia Hills Council PTO and shall abide by the bylaws of the Vestavia Hills PTO Council.

II:  MEMBERSHIP AND DUES

A.  Membership in Pizitz PTO shall include, upon payment of dues, any member of the Pizitz Middle School Community.

B.  Every member of the Pizitz PTO is a member of the Vestavia Hills Council PTO.  Refer to the Vestavia Hills Council PTO bylaws for membership and dues information.

C.  Membership dues are collected annually at the beginning of each school year but will be accepted at any time by the Pizitz PTO.
     1.  Family/Household membership dues are $10/academic year.

     2.  Teacher/Faculty membership dues are $5/academic year. 

III:  OFFICERS

A.  The elected officers of the Louis Pizitz Middle School PTO shall be a President, a President-elect, a Vice-President of Partners in Education (PIE), a Vice-President of Communication, a Secretary, a Treasurer, and a Treasurer-elect.  The Parliamentarian shall also serve as an officer on the Executive Board.
B.  The following provisions shall govern the eligibility of individuals to be officers of the Louis Pizitz Middle School PTO:

1. Each officer shall be a dues-paying member of the Louis Pizitz Middle School PTO.

2. No officer shall be eligible to serve more than two (2) consecutive terms in the same office. 
3. A person who has served in an office for more than half of a full term shall be deemed to have served a full term in such office.

4. Officers shall assume their official duties following the close of the school year in which they are elected and shall serve a term of one year or until their successors are elected.

5. The Parliamentarian will be the PTO President from the prior school year.  In the event the outgoing President is no longer able to serve, the current President will appoint a Parliamentarian.

C.  There shall be a nominating committee composed of five (5) members, recommended by the President and elected by the board of directors, at least two (2) months prior to the election of officers.

1. The committee shall appoint its chair.

2. The list of those elected to the nominating committee shall be made public in order for PTO members to have an opportunity to offer names for nomination.

3. Only those persons who are current members of Louis Pizitz Middle School PTO and have signified their consent to serve if elected shall be nominated for or elected to such office.

4. The nominating committee shall nominate an eligible person for each office to be filled and report its nominees at a PTO meeting, at which time additional nominations may be made from the floor.

5. President serves as ex-officio member of the nominating committee, in an advisory role only, and shall not be a voting member of this committee.

6. No member of the nominating committee may be offered as a nominee for office.

D.  The nominating committee shall present the slate of officers, at a PTO meeting, to then be elected by the majority of those members present.  In the event of only one candidate for any one office, that election may be by voice vote.  

E.  A vacancy in the office of President shall be filled for the unexpired term by the President-elect.  A vacancy in the office of Treasurer shall be filled for the unexpired term by the Treasurer-elect.    A vacancy in any office other than President or Treasurer shall be filled by nomination by the executive committee and approved by the board of directors.

F.   If any elected officer ceases to meet the qualifications or fulfill the duties of the position, that person may be removed from office by resolution adopted by Executive Committee and approved by the board of directors.
IV:  DUTIES OF OFFICERS

A.  The President shall:

1. Preside at all the Louis Pizitz Middle School PTO meetings,

2. Serve as an ex-officio member of all committees,

3. Coordinate the work of the officers and committees of this PTO in order that the purposes may be promoted,

4. Appoint a parliamentarian, if necessary, subject to the approval of the board of directors,

5. Perform other duties as provided by these Policies and Procedures, prescribed by the parliamentary authority, or directed by the board of directors or executive committee,

6. Appoint committee chairs as well as any special committees, and dissolve committees/board positions as needs and purposes of this PTO change and evolve,

7. Present an annual budget for adoption at the first monthly meeting of the PTO,
8. Maintain and delegate social media and email communication,

9. Serve as a delegate to the Vestavia Hills Council of PTOs.
B.  The President-elect shall:

1. Act as an aide to the President and preside at meetings in the absence of the President,

2. Perform other duties as provided by these Policies and Procedures, prescribed by the parliamentary authority, or directed by the President, board of directors, or executive committee; duties to include a review of parliamentary procedures and duties of the president and board of directors,

3. Succeed the President for the next election year, or in the event of a vacancy in that office,

4. Serve as chairman of the Grants Committee, members of which include:  President, President-elect, Treasurer, Treasurer-elect, fundraising representative, PTO member-at-large, and principal,
5. Coordinate membership drive for parents, faculty and staff, providing membership imformation to PTO Council, 
6. Serve as a delegate to the Vestavia Hills Council of PTOs,

7. Not serve as a voting member of the Nominating Committee.

C.  The Vice President of Partners in Education (PIE) shall:

1. Act as an aide to the President,

2. Serve as Partners in Education Chair
3. Work with committee chairs to find parent/business relationships that meet school/event/PTO needs,

4. Solicit PIE donations,

5. Recognize PIE donors according to the PIE guidelines,

6. Distribute necessary paperwork to PIE donors,

7. Help recognize Partners in Education donors at annual Chamber of Commerce luncheon,

8. Attend all meetings of the Board of Directors,

9. Peform all other duties as delegated by the President.

D.  The Vice-President of Communication shall:

1. Act as an aide to the President,
2. Maintain electronic commuication management,
3. Peform all other duties as delegated by the President.

E.  The Secretary shall:

1. Record the minutes of all meetings,

2. Be prepared to read the records of any previous meetings,

3. File all records,

4. Have available a current copy of the Policies and Procedures,

5. Maintain an attendance list of each PTO meeting,
6. Perform other duties as delegated by the President.

F.  The Treasurer shall:

1. Have custody of the Louis Pizitz Middle School PTO funds,

2. Maintain a full and accurate account of the receipts and expenditures of this PTO, 

3. Make disbursements as authorized by the President, board of directors, or this PTO in accordance with the budget adopted by this PTO,

4. Have checks signed by two of the following persons: Treasurer, President, President-elect or Treasurer-elect, 

5. Submit the proposed budget at the first meeting for approval,

6. Present a written financial statement at each meeting and at other times when requested by the board of directors,

7. Submit the books annually for appropriate agreed upon procedures by an independent CPA within the month following the end of the fiscal year (July),  

8. Perform other duties as provided by these Policies and Procedures, prescribed by the parliamentary authority, or directed by the President, board of directors, or executive committee,

9. Serve on the Grants Committee,

10. Follow Treasury Policy Document,

11. Serve as a delegate to the Vestavia Hills Council of PTOs ,

12. Keep permanent books of account and records sufficient to establish gross income, receipts, and disbursements, including the dues collected from members.

G.  The Treasurer-elect shall:

1. Act as an aide to the Treasurer and present a financial statement in the absence of the Treasurer,

2. Succeed the Treasurer for the next election year, or in the event of a vacancy in that office, 

3. Serve on the Grants Committee.

H.   The Parliamentarian shall:

     1.  Act as an aide to the President,

     2.  Maintain a copy of the current Pizitz PTO and Vestavia Hills Council PTO bylaws,

     3.  Revise the Pizitz PTO bylaws as needed or as requested by the president,

     4.  Provide parliamentary advice to the President and the executive board as needed.

V:  BOARD OF DIRECTORS

A.  The affairs of the Louis Pizitz Middle School PTO shall be managed by its board of directors in the intervals between monthly membership meetings.  Business can be conducted via electronic mail, if necessary.

B.  The members of the board of directors shall be dues-paying members of Louis Pizitz Middle School PTO and include:

1. Executive board members,
2. Committee chairs and the listed members of the committees. 
C.  A PTO member shall not serve as a voting member of this PTO while serving as a paid employee of or under contract to this PTO.

D.  The board of directors shall:

1. Carry out business referred to it by the membership of the organization,

2. May approve the work of the committees.

E.  If any member of the board ceases to meet the qualifications or fulfill the duties of the position, that person may be removed from the board by resolution adopted by the executive committee.

F.  Regular meetings of the board shall be held with the dates and times determined prior to the first meeting of the year.

G.  Special meetings of the board of directors may be called by the president or when requested by a majority of the executive committee with three (3) days notice to the board of directors.

H.  Ten (10) members of the board shall constitute a quorum for the transaction of business. 

I. Upon expiration of the term of office or when individuals cease to hold the position that entitles them to be a member of the board of directors, they shall automatically cease to be a member of the board of directors and shall be relieved of all duties and responsibilities.  All records, books, and other materials pertaining to the position shall be turned over to the president immediately upon expiration of term.

J. The Board of Directors and the Executive Board will be allowed to utilize electronic mail voting (email) only when deemed necessary by the president – see PTO Council P/P #1.  The School Web Site policy as stated in PTO Council P/P #1 will be followed.  In addition to adhering to the school web site Acceptable Use Policy (AUP housed at Vestavia Hills Board of Education), all newsletters and flyers generated by the PTO must be approved by the principal before distribution. The PTO may not include any non-school related events; email or phone lists may not be distributed to the public for non-school usage.

VI:  MEETINGS

A.  At least eight (8) meetings of this PTO shall be held during the school year, to which the general PTO membership is invited.  Dates of regular meetings shall be publicized and presented at the first meeting of the year.  Three (3) days notice shall be given of a change of date.

B.  Special meetings of this PTO may be called by the president or by a majority of the board of directors; three (3) days notice shall be given. 

C.  Ten (10) members shall constitute a quorum for the transaction of business in any meeting of this association.

E.  There shall not be permitted a vote by proxy.

VII: AMENDMENTS

A.  These Policies and Procedures may be amended at any meeting of the 

Louis Pizitz Middle School PTO by a quorum, provided the amendments have been approved by the board of directors and notice of proposed amendments has been provided to the membership fifteen (15) days prior to the meeting. 

B.  The executive committee or the board of directors by a majority vote may authorize the Committee on Policies and Procedures to submit a revised set of Policies and Procedures as a substitute for the existing Policies and Procedures.

C.  Submission of amendments or revised Policies and Procedures for approval by the Vestavia Hills Council PTO shall be in accordance with the bylaws or regulations of the Vestavia Hills Council PTO.

APPENDIX A

PIZITZ PTO BOARD OF DIRECTORS

JOB DESCRIPTIONS
Board of Education Rep


Acts as a liaison between the Vestavia Hills Board of Education and the PTO Board.  Attends all regularly scheduled public meetings that are held the last Wednesday of every month at the Board of Education building.

Building & Grounds


Responsible for keeping landscaped areas in the front of the school spruced up and watered.  Adds annual color where needed, keeps all container plants watered and removes any dead plants, weeds, etc.  Also, works with administration on any special projects or requests.

Citizen Recognition


Responsible for planning and coordinating reception for students recognized by the faculty as “Good Citizens” every 9 weeks.  The reception involves purchasing food (doughnuts, etc.), purchasing drinks and paper products, setting up, serving, and cleaning up.

City Council Rep


Acts as a liaison between the Vestavia Hills City Council and the PTO Board.  Attends all regularly scheduled meetings, which are held at the Municipal Center on the first and third Monday of each month.  Minutes may also be reviewed online.

Faculty Appreciation(2)


This is a one-day event when the PTO Board provides an Appreciation Breakfast for the entire faculty and staff.  Responsible for organizing the menu, decorations, volunteers, providing food and door prizes.  
Grants Committee Chairman

This is the president-elect.

Hospitality(2)


This committee establishes a friendly and comfortable atmosphere for PTO sponsored functions and events.  The chairperson(s) are responsible for coordination of three events for the faculty and staff at Pizitz: 1) a Back-to-School luncheon prior to the start of school, 2) a Holiday lunch in December, and 3) an End-of-the-Year Luncheon.  In addition, the committee coordinates events for the PTO board.  This requires coordination with staff members, executive board members, and volunteers, as well as obtaining items needed to host events. 

Inspirational Message


This person opens the PTO Board of Directors meetings each month with a motivational/inspirational message or story.
Legislative Representative


Responsible for informing the PTO Board on legislative matters that impact our city and our schools.  Direction comes from meetings with our local and state elected officials, which include the PTO Council and Legislative Representatives, in conjunction with the Chamber of Commerce and the school board.  Works with the PTO Council representative on the Legislative Forum held each November in conjuction with Mountain Brook. 
Living History Day


Responsible for the reception held this day (around Veteran’s Day in November), honoring our Veterans and other special guests.  Requires obtaining volunteers to assist with this event, since a teacher/sponsor from the school usually handles most of the other details for this event.  Responsibilities include:  helping with invitations for dignitaries, veterans and guests, the reception, the program, the Wall of Heroes and the student handouts.
Marquee


Responsible for the posting of any special announcements or events on the marquee located at the entrance to the school.  The technology will allow messages to be changed immediately. 
Newsletter (Pipeline)/ Teacher Feature

Responsible for compilation of all school-related articles, information and announcements, setting deadlines, proofreading, editing design for the Pizitz Pipeline.  This requires a working knowledge of basic computer skills. Responsible for the Teacher Feature, which is a publication that is distributed in August and has a photo and short informational section on each teacher and staff person at Pizitz.  Responsible for gathering information and pictures and creating document. 
Office Volunteer Coordinator


Responsible for scheduling volunteers to work in the office the three different shifts per day.  During the first few weeks of school, this job takes up a great deal of time, making phone calls, scheduling volunteers, and sending out information packets to the workers.  As the year continues, you will need to send out monthly calendars and emails to the office volunteers as reminders of their commitments. Will set meeting early in the year for all office volunteers.
Help the Hills Representative

Responsible for communicating upcoming middle school-appropriate Parent Awareness meetings. 
Pirate’s Day


This is a play day for the students held in May.  Although all the set-up and organizing is completed by the teachers, these Pirate Day reps are responsible for recruiting volunteers, confirming shifts and positions and setting up the volunteer table for check-in. 
Spirit Shop


Responsible for Pizitz T-shirts and other school logo merchandise sales to promote school spirit.  This position promotes online sales and distributes items to those who purchsed them.

Room Parent Coordinator

This person(s) will recruit room parent volunteers for each homeroom to plan and organize the homeroom parties.  A Room Parent Meeting is held at the beginning of the school year giving each room parent information compiled by the Room Parent Coordinator. 

Supply Sale


Responsible for purchasing all student supplies needed, based on each teachers requests.  Works with the Vice President of Communication and the Treasurer to set up the online store. Distribution occurs prior to the start of school. 

Scoliosis Screening


Works with the nurse for this school-wide event.


Teacher Workroom

Responsible for scheduling volunteers to work once a month in the teacher workroom making copies.
Vestavia Foundation Rep


Acts as the liaison between the Vestavia Hills City Schools Foundation and Pizitz.  This person should attend all VHCSF meetings and convey any important views to the PTO Board. 

Dissolved or Obsolete Committees as of 2019
Athletic Rep (Boys/Girls)


Acts as a liaison between the Athletic Dept. and the PTO Board.  Aids the P.E. teachers in distributing uniforms the 1st week of school.  Makes sure any upcoming activities or news are announced via meetings or Pipeline.

Band/Choral/Drama Rep 


Acts as a liaison between respective departments and the PTO Board.  Makes sure any upcoming activities or news are announced via meetings or Pipeline.

Chamber of Commerce Rep (this was incorporated into the P.I.E. rep position for 2009-2010)


Acts as a liaison between the Vestavia Hills Chamber of Commerce, Corporate Partners in Education, and the PTA Board.  Attends all regularly scheduled meetings that are held at the Vestavia Country Club the second Tuesday of every month

Directory


Responsible for collecting all pertinent student information retrieved from registration packets, and transcribing student information into a printed or online directory format



Emergency Call Tree (this was done away with in 2009-2010)


Responsible for gathering all emergency information retrieved from registration packets, and delegating to fellow grade Call Captains and Room Mothers.  Required to attend the Room Parents’ meeting in August, and to keep the ECT list updated throughout the school year. Rep should submit a sheet to registration team (delete option of student being called).

Enrichment Conference(3-5)


This is the largest annual PTO sponsored event.  The conference exposes students to people in our community who use particular skills in their jobs or hobbies that would apply to the specific conference theme being focused on for that year.  (The themes rotate every three years.)  Responsibilities include:  coordinating committee members and meetings, working closely with the committee chairs and Enrichment teacher(s) throughout the year, securing keynote speaker with introduction at the opening assembly, and recruiting and contacting speakers, which involves correspondence, agendas, and follow-up.  This job will also require coordination of the hostesses, hospitality, and the luncheon on Conference Day.  As there are up to 80 speakers, this job might require chairpersons with high energy and great organizational and communication skills.

Guidance Rep


This is a guidance counselor; they rotate this position with each other, so just check with them to see whose turn it is.

Library Volunteers


Requires obtaining volunteers to help with various activities occurring in the library.  These activities include data entry on computers at the beginning of the year, shelving help throughout the year, and inventory at the end of the year.

Library Book Fair

Requires obtaining volunteers from the registration volunteer sheet to help staff the annual Book Fair, along with seeing to publicity and promotion of this event as needed by the Librarian.

Literary Competition – River of Words (1-2)


This is the National Literary Competition.  Responsible for organizing and promoting this competition, collecting entries, choosing judges, setting deadlines, announcing winners, and assisting in advancing winners to council and state levels of the competition, and providing recognition and prizes to those who participated.  This takes place in early fall and requires a concentrated amount of work and good organizational skills.
Newcomers’ Tea


Responsible for coordinating a Coffee Reception for students and their parents who are new to Vestavia.  A Keynote Speaker will need to be secured during the summer to help welcome new residents to our City.  Will need to coordinate with the Principal and Librarian at the end of the previous school year to secure a date for the upcoming September when the Coffee is held.  Will also need to obtain a list of new students from the counselor and promote event to other schools, counselors, and PTO Presidents.  Also responsible for coordinating volunteers, food, drinks, set-up and clean-up.  This even is held in the Library.

Park Board Rep


Acts as a liaison between the Vestavia Hills Parks and Recreation and PTA Board.  Attends all regularly scheduled board meetings that are held at the Vestavia Hills Civic Center on the second Tuesday of every month.

Parties Director


Responsible for confirming Pizitz parties with the school sponsor as well as finding out how many chaperones and length of time that will be needed for each party.  This information is then communicated to the Grade Coordinators.  (See “Grade Coordinators” below.)

Parties Grade Coordinators


After contact by Parties Directory (above), each Grade Coordinator is responsible for recruiting desired number of chaperones for applicable grade parties.  Usually, there are three parties, held in September, December, and sometime in the spring.

8th Grade Party


Responsible for working with the SGA school faculty sponsor for this May party.

Partners in Education Representative


Act as a liaison between Partners in Education and PMS.  Assist Mr. McInnish (PIE School Sponsor) in any way he needs, if any.  Help coordinate Chamber of Commerce luncheon in which we recognize our Partners in Education.
PTA Bd Liaison/Cahaba Heights (this position was dissolved in 2009-2010)


Acts as a liaison between Pizitz and Cahaba Heights.  Required to attend Cahaba Heights’ PTA Board meetings and communicate to the Pizitz Board any upcoming events or announcements via meetings or the Pipeline.  Will require one Liaison per school.

PTA Bd Liaison/Liberty Park (this position was dissolved in 2009-2010)


Acts as a liaison between Pizitz and Liberty Park.  Required to attend Liberty Park’s PTA Board meetings and communicate to the Pizitz Board any upcoming events or announcements via meetings or the Pipeline.  Will require one Liaison per school.
PTO Council Rep


Acts as a liaison for all the Vestavia Hills Board Meetings.  Required to attend all PTO Council Board Meetings every other month, and report back important issues to the Pizitz monthly Board meetings.  The Council Rep is also involved in supporting the PTO Council in its efforts to reach out to the community

Pirate Pride Week(1-2) 


This week is to promote the awareness and education of drug, alcohol, and tobacco hazards while promoting Pirate Creed qualities.  This position is responsible for organizing and leading a group of volunteers to decide upon a theme for Pirate Pride Week (formerly Red Ribbon Week), as well as planning activities/communication to encourage involvement.  Will need to coordinate with the faculty their responsibilities for the week and decorate the school and grounds to represent the theme.
Publicity


Confers with PTO President, SGA Advisor, and Principal at the beginning of the school year to note any highlighted events relevant to Pizitz that need to be promoted.  Must establish a contact person at each of the newspapers, radio and television stations.  Responsible for writing Press Releases and sending them to appropriate media in a timely manner in order to publicize events.

Recognition Cards


Responsible for collecting prizes, usually free “coupons” from Vestavia businesses, to be awarded to students via a drawing for children who have received recognition cards.  Drawings are held once every nine weeks.

Registration(2-3)


This committee is responsible for meeting with administrators and certain faculty, beginning in April, to facilitate the completion and inclusion of all necessary registration packet forms.  Reminder postcards are mailed out to parents two different times in the summer with the website address to use in downloading packets.  Registration volunteer list is compiled by the Registration/Supply Sale Volunteer Coordinators; set up in the lunchroom, lobby, and halls begins a few days before registration starts.  Responsible for handing out student schedules, collecting all registration forms, aiding in the collection of monies.  Separation of forms in registration packets occurs after registration is over.


Registration/Supply Sale Volunteer Committee(3)

Responsible for recruiting volunteers to work shifts for 6th, 7th, or 8th grade registrations.  Works in conjunction with the Supply Sale and Registration Chairpersons in determining number of volunteers needed.  Involves lots of phone calls and emails to guarantee placement and most work occurs in May through summer.  Also, each grade-level Volunteer Coordinator is required to be at the applicable grade night in order to check-in and assign her volunteers.  Requires one Coordinator per grade.  Registration Chair gets all volunteer lists.
Room Parent Grade Coordinator (3)


Responsibilities include corresponding with the Room Parent Coordinator and organizing volunteers from registration volunteer sign-up forms.  Also, includes selecting room parents, informing them of Room Parent Meeting and responsibilities, continuing communication with them regarding upcoming parties, events, etc.  

Student ID Cards


Responsible for working with Asst. Principal and the School Resource Officer to make student identity cards to be used to enter the school parties.

Teacher Retire/Lunch(2)


This event usually takes place the last day for teachers to honor those retiring from Pizitz that year.  It includes all faculty and staff and other importants!

Tech Volunteer


Acts as a liaison between the Technology Faculty and the PTO Board.  Also, helps her input current student rosters by English class once school starts.   
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