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This document is meant to supplement existing National PTA information, Maryland PTA bylaws
policies and procedures, job descriptions and procedures, program materials, state and national
resolutions and various other resources which may apply specifically to councils. It is not meant to
replace these documents.
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One of the keys to leadership is knowledge about the association you are leading. This handbook

contains information that will help make your job as a leader much easier. If is imperative that the
information contained in this handbook is shared with the council board of directors and includes

information specific to certain officers and general information for the entire board of directors.




INTRODUCTION FOR COUNCIL PRESIDENTS:

Your role as President is critical to the success of your council. Your leadership, vision and
enthusiasm can make a significant difference in PTA success at a level much larger than the local
unit. While local units focus their efforts on local needs and individual schools and understandably
are less concerned with overall community, state and national issues, your council can draw from
these local units to address issues and problems larger in'scope.

If one would define a mission Statement for eounmls it mlght Well be “Provide inspiration
mfermauon lnSlILIClZlOIl and customer service for its PTA units and the community in which they
serve.’

You as council President are in a unique position to inspire and challenge your local units to vision
and action beyond their immediate interests.

You and your council are at the center of a communications network consisting of Maryland PTA,
National PTA, local units, school board, district superintendent, administration, parents, children,
grandparents, businesses and community members. Through council programs, meetings and
publications you can 1nstruct challenge and mﬂuenee these groups to action promoting the welfare
of children and youth. :

By accepting the role as council President you accept the responsibility to perform to the best of
your abilities. By realizing the scope of your potential influence you are taking the first step to
success as council President. :

When a council President leaves office, the Council President Handbook should be given to the
meommg President.

Keep what is best for the welfare of all children and youth in mind and you will be a suecess Good
Luck!
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MISSION

The overall purpose of PTA is to make every child’s potential a reality by engagmg and -
empowering families and communities to advocate for all children. :

We accomplish our mission by:-

Supporting and speaking on behalf of children and youth in the schools, community and
before government bodies and other orgamzatlons that make decisions affecting
children;

Assisting parents in developing the skills they need to raise their chﬂdren _
Encouraging parents and community involvement in the public schools of this nation.

National PTA Values:

Collaboration: We will work in partnershlp with a wide array of individuals and
organizations to broaden and enhance our ability to serve and advocate for all children _

~ and families.

- Commitment: We are dedicated to children’s educational success, health and well being

through strong family and community engagement, remaining accountable to the
principles upon which our association was founded.

Diversity: We acknowledge the potential of everyone without regard, including but not
limited to; age, culture, economic status, educational background, ethnicity, gender,
geographic location, legal status, marital status, mental ability, national origin,
organizational position, parental status, physical ability, pohtlcal philosophy, race,
religion, sexual orientation and work expenence

Respect: We value the individual Contributibns of members, employees, volunteers and
partners as we work collaboratively to achieve our association’s goals.

Accountability: All members, employees, volunteers and partners have a shared
responsibility to allgn thelr efforts toward the achievement of our assomatmn s strategic
initiatives.



HISTORY

Founded February 17,1897 as the National Congress of Mothers by Alice McLellan Birney and

Phoebe Apperson Hearst when women did not have the right to vote and social activism was not
- popular.

In 1911 Selena Sloan Butler found.ed the National Congress of Colored Parents and Teachers.

In 1970 both groups merged to form National PTA in an effort to serve ALL children.
PTA is the oldest and largest child advocacy association in America. Today’s PTA is comprised of
‘more than 4 million parents, teachers, grandparents, caregivers, foster parents and other caring

adults who share a commitment to improving education, health and safety of all children; Speaking
with one voice for every child. .

Today the issues that affect our children extend beyond their individual schools. The PTA’s
nationwide network provides parents with the forum and tools to collectively influence the
decisions that affect children not only at their schools but throughout their districts within their
states and across the nation. This mission is unique to PTA.

Many of the benefits our children receive today such as universal kindergarten, the National School
Lunch Program and the juvenile justice system were accomplished as a result of the PTA mission.

What PTA Offers:

PTA families and members have access to the following:
» National programs and resources _
E-Newsletters, PTA.org, Our Children magazine and a Back to school Kit
Leadership development through webinars.and e-learning courses
Millions of dollars in grants to help build capacity and skills
Prestigious National awards
Cost savings from national retailers and other PTA partners

Invitations to PTA conventions as well as our conferences for emerging minority -
leaders, male mentors and advocates

e Support services and staff to help establish and manage your PTA













NATIONAL PTA
National PTA is the first link in a chain to local units. It has a three pronged governance structure.

Its officers are the President, President Elect and Secretary/ Treasurer. The Nanonal Congress of
States (NCS) is comprised of representatives from the fifty five (55) which may not be the state
president. The NCS meets annually to assist with the strategic plan and organizational policy and
also identify emerging issues, policies and legislative trends. The Board of Directors consists of the
elected officers, sixteen (16) member representatives, six (6) at large members and two (2) youth
members, The Board meets four (4) times a year and their purpose is to manage the aﬂ'alrs of the
National PTA. y :

MARYLAND PTA

The Maryland Congress of Parents and Teachers Inc. or Marylaud PTA 1s a branch of the National
PTA. It exists for the purpose of accomplishing at the state level the purposes of the Natlonal PTA
in accordance with its pohcles

Maryland PTA is govemed by its Board of Directors. The Board of Directors meets four #® times a
year; before and after the MDPTA convention, fall and winter. The members of the Board of
Directors are seven state officers ( executive committee), designated council representatives or
named altemates standing committee chairs and two (2) student members.

The Executive Committee acts in emergencles and shall transact all busmess referred to it by the
Board of Directors. Its members are the President, President Elect, Secretary, Treasurer, VP for
Leadership, VP for Advocacy, VP for Councils, Bylaws Chair and Policy and Procedures Chair.

LOCAL UNITS

Local Units are chaftered by Maryland PTA when they assume the responmblhty of carrying out the
PTA Purpose and Mission. They are individual PTA members who enroll at the local level and
‘automatically become part of the State and National PTA




Local Council

_Whatis a 'Coul";ci'l.?' o

A Councﬂ is the key link in the line of commumcatlon between the local PTA Maryland
and National PTA.

A Council is three or more local PTAs/PTSAs orgamzed under the auﬂlorlty of

Maryland PTA for the purpose of promotmg the Welfare of children and youth

Duties of a Councll
* Each Council PTA shall annually designate, accordmg to its bylaws and or standing

rules a representative to serve on the MDPTA Board of Directors. The Council President
must submit the name and contact information of their representatwe to the MDPTA

- President within one (1) week of appointment. The representative is required to attend

all meetings during their term of office. Councils are also afforded the opportunity to
offer seats to their Board members. The request must be made in writing to the MDPTA
President. Courtesy seats do not vote and may not participate m busmess unless mv1ted
by the President. They will not receive BOD materials. :

Each new Council representative is given a Maryland PTA. Board binder at the post-
convention meeting. The binder contains current Maryland PTA Bylaws, Policies and
Procedures, Job Descriptions and other pertinent information. It is the duty of the -
Council Representative to become familiar with all documents,

Council Responsibilities Include:

Strengthening local PTAs/PTSAs

Developing leadership through training

Promoting membership '

Cooperating with other organizations to achieve common goals within the PTA
framework

Assist [ocal PTAs/PTSASs in their boundarles w1th the Standards of Affiliation
Installing local PTA Boards

Coordinating the efforts of local PTAs/PTSAs

Being the link through which locals can work on pro_]eets or programs beyond the scope
of a single PTA/PTSA.

Be a channel of communication between school administrators, school boards and the

- general public *

Providing financial training and information
Alert Maryland PTA when new schools are going to be built or when a



Council Provides:

An opportunity for local units and their presidents to exchange ideas, plans and to solve
mutual problems through meetings and workshops

~Strength to unite planning efforts 1:0 solve commumty wide problems affectmg children

and youth.

An opportunity for study groups to work on specific areas of interest

Provides in depth information on current 1ssues related to the lives and educatlon of
children and youth

Pre and Post convention training

Councils help each local PTA to:

| Learn and use good PTA practices and apply National and Maryland PTA policies

Translate into action resolutions adopted at Maryland PTA and. Nanonal PTA '
conventions : - . ,

Be financially sound

Councils Do Not:

Dictate to local PTAs/PTSAs

- Legislate for the local PTAs/PTSAs including’ takmg action mvolvmg member units and

should not set rules for them without consent

Duplicate the work or program of local PTAs/PTSAs
Compete with.local PTAs/PTSAs

Compel local PTAs to enter into council projects

Assess local PTAs/PTSAs for funds without their consent




Relationships with Locals and Others

Relationships with Maryland PTA

Councils are organized by the MaIyland PTA (MDPTA) and function accordmg to the provisions
set forth by Maryland PTA Bylaws and Policies and Procedures.

Maryland PTA offers a Council Achievement Award with three (3) different levels — Council of
Merit, Council of Distinction, and Council of Excellence. The award dates are from July to June.
For more information, contact the Maryland PTA office.

Communication between the council and MDPTA is imperative. In order to facilitate
communication between these two (2) bodies, council presidents and or council representative will
send meeting ( board of directors and general) minutes either by fax, mail or email monthly to the
vice president for councils. This enables the vice president for councils to know what issues each
council is facing and to ascertain how the council is conducting business. If problems arise, the
council president and or council representative is strongly encouraged to bring any difficulties to the
attention of the vice president for councils. Again, it is the communication between council
president and or council representative and the vice president for councils which provide the link
between MDPTA and local PTAs.

The Maryland PTA determines:

o The number of local PTAs required to form a council. (MDPTA reqmres three (3) local
- units, who have met the Standards of Affiliation and have Article XII of the local bylaws
approved);

e The boundaries of council territory; o
* Council responsibilities and limitations.-

Maryland PTA services may include, but are not limited to:
¢ Assistance with leadership development programs such as workshops, conferences, etc.;
e Distribution of Maryland PTA and National PTA information;
e Training as required by IRS.

Relationship with the Local PTAS

The voting body (consisting of delegates from local PTAs who have paid council dues) may act on
routine council business without specific instructions from their local PTAs. This may include such
matters as election of officers, adopting a budget, and adoption of the programs and projects for the
year. :

Such actions as changing council bylaws must be referred to the member units.

A council cannot infringe upon the functions nor duplicate the programs of its local PTAs. The
council is an association through which member PTAs act together on projects that a single PTA
could not accomplish alone.” The council should not take advantage of sources of income normally
available to local PTAs.



Relatlonshlp with the School Admlmstratlon and School Board

*The association shall work with the schools and. communities to provide quahty educatlou for all
children and youth and. shall seek to participate in the decision-making process establishing school
policy, recognizing that the legal responsibility to make decisions has been delegated by the people

“to the boards of education, state education authontles and local education authontles " -National
PTA Bylaws, Artlcle III, b.

To work out problems that are beyond the scope of a smgle PTA, the council can brmg together
local PTA delegates, school pnnmpals supermtendeut school board members and councﬂ
committee members at planned umes

Worlung.wnth the Schools s

Here are some questions that may help yOu assess your councﬂ’s work with schools:
"~ e “What efforts are you making to work cooperatively with school adnmnstrators'? How are
they included in council planning?

e What has your council done in the past year to cooperate w1th the school board to ]mprove

~the school system? What can be done this year? :

* Has your council served as a means of communication among the school board, the
administration, and the public? If 1t has not how can ﬂ']JS be 1n1t1ated‘? If 1t has, can the
relationship be strengthened? R

+ Do you have a representative attending and/or reportmg at school board meetings?

Do you make or otherwise take advantage of opportunities to participate in policy-making
- groups?
e Do you invite school board metmbers and/or the supenntendent/CEO to your council
‘meetings? ’
o In what way has your couneﬂ been an agent for Change in your school dlsmct‘?

Cooperatlon w1th School Admmlstrators

Cooperation does not mean bemg a rubber stamp. It means working together for tangible benefits
for children and youth. Is the activity in keeping with the Purposes of PTA? Does it support a state
or national resolution? Legitimate cooperation may be fostered by:

Monthiy meetings between the council executive board and supenntendent/CEO

Reports by administration at each council meeting.

Offering to help with publicity and support for county/¢ity projects.

"Doing homework before taking a position.

Being a barometer for community feeling, and giving feedback to adnmnstratlon in an ‘
accurate, objective way.

e Drawing attention to and being an advocate for necessary changes.




Council’s Role in Educatlonal De(:lsmn Making

A council is a potenhally effective agent of chauge in counly/mty eduoahon Composed as it is of

" local PTAs, it can represeut a la:rge number of people How can 1t mﬂuence county/cxty educanonal

- decisions? = ¢

e Take the offensive, not the defenswe and don t Just reaet

e Present programs to local PTAs and the community, which keep them appnsed of
educational issues;

~ Take the Supermtendent/ CEO up 011 hls or  her my door is always open * invitation;
See that a council representative attends school board meetings and reports to the council;
Invite administrators to attend council meetings, both as presenters and audience;
Encourage the school board to assign one of its members to attend council meetings;
Meet regularly with local PTA presidents and the superintendent/CEQO to discuss needs,
present new ideas, keep an open line of communication;

. Seek pos1t10ns on school plannmg commlttees ‘advisory boards, and curnculum cormmttees

Council’s Role Durmg School Financial Crises

' When state governments cut a1d for education, school fundmg may fall short of projected needs. It
~ is not uncommen for a county/city to be faced with a financial crisis. How can the council provide
the best service to the commumty in such times?
e ‘Be informed about school financial information at all times, not Just during a crisis, and
institute regular procedures for sharing this information with local PTAs; - :
» Be contmuonsly involved in the decision-making process as it relates to the county/city
. budget;
e Encourage school board members and the superintendent/CEO to attend local PTA and
council meetings to discuss the county/city financial status;
» Provide opportunities for formal debate or forums for discussion on fundmg 1ssues;
e . Make certain that all sides and all options are discussed so that the best decision can be
made by an informed community; - :
e Be wary of influences and arguments that are based on. emotmnal appeals Just because the
adnumstrahon says it’s best for kids, does not mean that it is.

PTA as an Autonomous Organlzatlon

It is necessary to remember that the PTA is an mdependent assoc1at1on separate from the school
system. Local PTAs may meet in or use school facilities, have meetings noted on a county/city
calendar, and utilize school system communication media. But school system/administration cannot
determine the content of PTA publications such as a council newsletter, what may or may not be
addressed during a PTA meeting, or how PTA funds may be used. (It is suggested that a council
may provide funds to schools in the form of a grant rather than purchasing an item directly and
donating it to the school.)

Perhaps a more difficult issue to address is the subtle way in which a school system/administration
may act, bringing subtle pressures on a local PTA while avoiding direct contact. Only if PTA
autonomy is clearly understood by both the local PTA and school system/administration, will
relations between the two be most productwe



Relationship with Other Organizations and Agencies -

A council has a responsibility to unite the forces of home, school, church, and community on behalf
of children and youth. In short, there are guidelines indicating what a council may or may not do
with respect to other organizations. The actlvmes should:

* Promote PTA Purposes;

* Conform to PTA Policy.

Cooperation should not include: ~
¢ Helping to raise money for other organizations;
» Helping with membership enrollment of other organizations;
o Contributing funds to finance the work of another orgamzatlou (although a PTA may bear
its share of the costs of a cooperative project).

The PTA may work with youth-service orgamzatlons and character-building groups under the
following guidelines:

-e  The PTA assumes no obhgatmn (expressly or othervwse) responmblhty, or liability for the
competence, actions, or omissions of any person or persons who may have been or may
become active as a leader, participant, or otherwise in any organization or group sponsored
by the PTA;

s NoPTA representatlve may commit the PTA to join any other group or agree to abide by
any other group’s bylaws or policies.

What is your council planning for commumty service projects? Questions that may help direct your
council leadership include:

What can your council plan that will meet commumty needs?

How can your council stimulate local units toward community-wide activity?

How can you help discover and develop leadership for community service?

Are community projects part of your council program?




Council Organization
Howisa counc1l organlzed"

* “Each council PTA shall be organized and chartered under the direct authonty of the Maryland PTA
in the area in which this council PTA functions, in conformity with such rules and regulations, not
in conflict with the National PTA Bylaws, as the Maryland PTA may in its bylaws prescribe. The
Maryland PTA shall issue to each council PTA an approprlate charter ev1dencmg the due
organization and standards of affiliation for the council.”
Maryland PTA Bylaws dated August 2016
Artlcle VI, Sectmn 1

A council meeting the Standards of Affiliation is one that:

a. Adheres to the purposes and basic policies of the PTA; _

b. Has bylaws approved every three (3) years according to the procedures of Maryland PTA;

c. Submits the name and contact information including phone number, address and e-mail
address of all elected ofﬁcers to the Maryland PTA office Wlthlll two (2) weeks after council
elections;

d. Submits the council yeaﬂy event calendar, to the Maryland PTA office, within two (2)

: weeks of setting said calendar;

e. Has a Employer Identification Number (EIN) from the Internal Revenue Service (IRS) on
file with the Maryland PTA;

f. Maintains its status as a corporation has as required by Maryland nonproﬁt law, at a
minimum a president, secretary and treasurer;

g. Files the appropriate tax forms, by the required dates with the IRS and submits a copy to the
Maryland PTA office within 30 days of filing; and _

h. Submit a copy of its annual financial report, reviewed by and auditing committee, to the
Maryland PTA within ninety (90) days following the end of the council’s fiscal year.

Maryland PTA Bylaws dated August 2016 -
Article VI, Section 1

Bylaws

Councils operate under bylaws that must be approved by the Maryland PTA. Bylaws are
available from the Maryland PTA office. The council must work within the framework of the
PTA Purposes. The council president will instruct the council bylaws committee to review
bylaws and submit them to the state office for approval as required every three years.

Membership

The local PTAs within the council’s boundaries are eligible to be members. Although membership
is voluntary, each PTA within the area is urged to belong to the council.

Each local PTA is represented by delegates on the voting body of the council. Council bylaws
specify the number of delegates from each local PTA. PTA delegates are selected by the method
chosen by their unit’s bylaws and vote as instructed by their PTAs, unless authorized to vote
according to the1r own judgment.

While participation in the business of the council may be limited to voting delegates, council
meetings are ideally open to all local PTAs that comprise the council.



Meetings

Typically, a council’s board of dlrectors meets monthly A councﬂ planning meetmg is a good time
to set meeting times, goals and the year’s overall plan. :

Council general membership meetings should be scheduled at a time that least conflicts with local
PTA meeting times. Experience shows that council meetings can be well attended if they fulfill a
need and capture inferést. Meetings should be held often enough to accomplish council work, but
not so often as to interfere with local PTA meetings or to overburden council and locdl PTA leaders.
The number of general membersl:up meetmgs will vary from (3)to (4) times a year to monthly as

mchcated by the councrl bylaws o . _

.Please check your school System’s pohcy on use of school facilities. Some school poh01es state that
meetings held on school property are open to the public. : :

If the council needs to tackle a delicate situation, it is highly recommended to move mto executive
" session at the end of the general business rneetmg Please refer to Robert’s Ruile af Order, Newly
Revised for executive session procedures.

Voting Body

‘The voting body of the council is deﬁned in its bylaws and may consist of
¢ Delegates at large;
Council officers (executive board);
Superintendent/CEO of schools or a de51gnated representative;
Unit delegations;
 Presidents of member PTA Iocal units or their altemates
Accredited delegates from local units as specified by each PTA’s bylaws;
Principals from local units.

Members in unit delegatrons vote as instructed by their local PTAs or may be authorized to vote
according to their own _]udgment At-large delegates represent all PTAs and vote accerdmg to their
own Judgment

Delegates A
(Council bylaws specify the number of delegates from each PTA J

The local PTAs decide on the method of selectmg its delegates and the terms of service. (Since
continuity of service is valuable, delegates should serve throughout the year.) Alternates are chosen
at the same time and by the same method.

‘Each delegate is entitled to make a motion, discuss motions, and vote at meetings. The council
should instruct delegates before the first meeting of the year and should explain their
responsrbﬂmes

One delegate from each local PTA is usually named as the reportmg delegate.” His or her
responsibilities include the following:
» Attend all meetings of the council and the PTA he/she represents
* Keep the council and local PTA inforined by acting as a line of communication;




e Keep aprocedure book of activities as a guide for future delegates;
o Urge the local PTA to take prompt acnon on council matters refened to 1t for approval or
' suggestlons : : : o :

Suggested information for reporting on council activities include: -
 When was the council meeting? " -
Where was the meeting held?" -
Were any issues discussed; were they voted on; what were the results of the voting?
Were any matters referred to the PTA units? If so, what are they'?
What announcements were made?
_ What other mformatlon was presented at the meetmg" :

Dues .

Local PTAs shall pay annual dues or a service fee to the oouncll The amount of dues or fees, the
basis on which they are collected, and the. method of payment are determined by the council and
stated in its bylaws. Dues or fees can be defined in the bylaws. :

Please note the following methods for determnnng local PTA dues:
1) An amount per local PTA;

2) An amount per student in the school; and

3) An amount per PTA member.

Budgets and Finance .

Dues or fees provide the funds requlred for the council’s regular ae‘nvltles If additional funds are
required for special projects, money must be raised by: :

¢ Special contribution by the local PTAS

+ Fundraising projects or events.

~ No PTA may be compelled to contribute to a sbeeial project or to:'partioi-pate in'fundraisingi _

~ The fundraising project or event should be council-wide and not duplicate events held by local
PTAs, nor interfere with their fundraising ability.

The council should budget funds to send delegates to legislative conference, and Maryland PTA and
National PTA conventions.



Board of Directors Members

PTA Council Orientation Meetings

Orientation meetings should be held at the council level. The purpose of the onentatlon meeting is
to train the board regarding their specific responsibilities in each area. At the begmnmg of the term,
it is necessary to become acquainted with those you will be working with for the coming year. This
enables the board to develop lines of communication, establish goals and/or theme, formulate a
calendar of meetings, determine responsibilities, prepare a budget and formulate plans

}

It is nnportant to let ofﬁcers know what you expect of them Be specific. Get a commitment from
them to do the job you expect them to do. The foHowmg are important toplcs to include in the
meeting: : : - : : :
o Bylaws
Polices and Procedure
PTA Structure
Council Structure
Parliamentary Procedure S
PTA Publications —~ State and Natlonal
Assignments
Job descriptions and Letter of Commltment .
Leadership Training ‘
Team Building
Needs Assessment
Questions and Answers
Important Meetings to Attend
Procedure Book '
Advocacy/Legislation
Diversity and Inclusion

Iama PTA Board of Directors Member

As an incorporated organization, Board of Directors members of a nonprofit corporahon have
important duties to the organization they serve. These dutles are imposed by the courts and by state-
and federal statutes.

“Board of Dlrectors members of nonprofit corporations have three (3) basic common law dutles to
the association:

¢ Duty of Obedience
& Duty of Care
e Duty of Loyalty

Collectively, these are known as Fiduciary Duties or F1duc1ary RESpOIlSIbﬂltleS A breach of these
duties may lead to personal liability, loss of tax- -exempt status, or both. :




Duty of Obedlence

Board of Director Members have a duty of obedlence to the nonproﬁt corporation’s stated purpose
and to applicable law. This duty requires directors to carry out the association’s purposes as set
forth in its Articles of Incorporation and Bylaws It is to ensure that the association conducts its
activities in & lawful manner. This duty is'an ovemdmg one, and contams as its components the
- dutles of care and loyalty

Rat1onale S : ' RN

The duty of obe:hence arises because donors members, and the general' public rely on the
association 1o -use gifis, funds, image; and influence for the association’s stated mission. - Tax-
~ exempt status is an important benefit, and carries with it the responsibility of always acting for the
public good. Thus, to maintain that status and retain the confidence of donors, members and the
general public, nonprofit association must fulfill their purposes as set forth in their organizing
documents and in the applicable law. '

Breach

A breach of the duty of obedience may arise from any of the followmg
Failure to monitor legal changes and requirements;

Failure to monitor activities and employees;

Failure to monitor use of the association’s fund; -
Unauthorized change or expansion of activities.

Compliance Stratege
Board of Directors members should honor the duty of obedience by domg the follo\mng

o Repularly review the association’s articles of incorporation, bylaws and applicable iaws.

» Have access to and use professional advisors to monitor changes in the law and to ensure the
association’s compliance with all legal requirements.

Duty of Care

An important component of the duty of care is the ability and duty to manage carefully and
responsibly the financial affairs of the corporation. This involves ensuring that the books and
records of the association are accurate and complete, even. if this duty is delegated to others. In
addition, Board of Diréctors members have the duty to pay attention to tax deadlines and other
reporting requirements. Board of directors members also have a duty of care to the association and
have a duty to act in good faith, in a prudent manner, that which furthers the best interest of the
association. -

Three components define the duty of care:. :
» (ood Faith: Board of Directors members must exhibit fair deallngs openness and honesty
of intention; ‘
* Prudent Person: The Board of Directors members must act as a hypothetical “average”
' director would, applying sound practlcal judgment, with special skills, and Wlthout
excessive caution; and

» Attentiveness: The Board of Directors members must be attentive to the operation of the
association and must be alert to potential problems.



Breach
A breach of the duty of care may arise from any of the followmg
» Neglect of directional duties;
s Neglect of the association’s legal and financial affairs;
e Careless, frivolous decisions based on the lack of information.

Compliance Strategies
Board of Directors members should do the followmg to ensure that they appropnately meet the

standard of care:

o Take their position senously;

¢ Avoid precipitous action and rash decisions;

. Spend time staying informed and familiar with association matters and make spemal
inquiries if information is lacking;

e Carefully select and monitor those to whom respon31b111tles have been delegated

* Manage institutional funds wisely and prudently,

» Understand the relevant statutory provisions regarding nonprofit corporatlons and ensure the
association’s compliance with them;

» Ensure that financial books and records and other necessary reports are accurate and
‘complete;

* Know the state and federal reportmg requlrements and ensure that the assoc1at10n completes
them on time; y :

e Seek expert adee for matters beyond md1v1dual expertise.

Duty of Loyalty

Board of Directors members have a duty to give their undivided loyalty to the mission of the
association they serve. This duty of loyalty includes the duty to further the association’s goals and
not the Board of Directors members own best interest. Board of Directors members must not take
advantage . of corporate opportunities for their own gain. They ‘also must not use “msnde“
mformahon obtained as a result of their status for their own beneﬁt

The duty of loyalty does not mean that a Board of Directors member can never benefit from an
activity of the nonprofit corporation.. There may be situations in which furthering the corporation’s
best interest has the effect of benefiting a director. To avoid breaching the duty of loyalty, however,
Board of Directors members must fully disclose his/her interest to the board and must not
part1c1pate in board discussions or voting on the issue. - -

Rationale

The duty of loyalty has special significance because of the federal prohibition on the “private

inurnment™ from the activities of tax exemption association. One of the key prerequisites to the .

attamment of tax-exemption status is that no part of the earnings of the tax-exempt association can _
“inure to the benefit of any private shareholder or individual.” A breach could place the association

in jeopardy of losing its tax-exempt status. -




Comghance Strategies ‘ :
Board of Directors members should do the followmg to ‘ensure that they meet the appropnate duty

of loyalty:
e Actonly in the best interest of the association;
o Fully disclose any conflict of interest;
s Obtain approval of disinterested directors;
e Excuse themselves from any discussion of or vote on any potentlal board action in Wthh
they have a conflict. -

Responsibilities of a Council Board of Directors Member

Serving as a council Board of Directors member is a privilege accompanied by many
responsibilities. A Board of Directors member enjoys prestige and status from the position.
However, this enhanced status carries with it the expectation that the member will improve in
leadership skills, will keep up with current mfonnatlon and will invest time in the affairs of the
council.

Asa council Board of Directors member, you (especially the council presidenf) are in the public
eye.” You represent PTA and must be responsible for what the position requires. Be discrete and
tactful. Use your best judgment. Be open to new ideas. Study, research, and plan. -

Decisions made by a board are upheld by-all Board of Directors members. No matter what way the
decision went or what side you voted on, Board of Directors members must take a positive attitude
and do their best to abide by the decision. -

: ACCEPT a posmon only if you can devote sufﬁment time and energy to do the ]ob thoroughly, can
attend board meetings regularly, and keep abreast of PTA affairs so that you can contribute
intelligently to board discussions. -

PARTICIPATE constructively at meetings by being on time, comixig prepared with materials and
ideas, staying on the topic, and by helping others to participate fully. :

RECOGNIZE that you have a responsibility to read all pubhcatlons and other correspondence sent
to you. :

KNOW and ADHERE to PTA philosophy, principles, and policies.

STUDY the structure of the PTA association (national, state, council, and local) and know the
relationships among them. Know the principles of the committee structure and its relationship to
effeotive committee work. -

BECOME WELL INFORMED in all areas of PTA progrems. Learn where to find information.
If you are unsure about how to answer a question, get the answer from someone who is sure. Pass
on only complete and accurate information.

KNOW state and national publications thoroughly. Your enthusiasm will encourage others to use
them.



FOLLOW state and national procedures. Confusion results when board members do not follow -
procedures and go through' channels.

MEET DEADLINES by submitting reports and matenals on time and fulfilling assignments
promptly,

SEND REPORTS of expenses you incur doing PTA work on the proper forms, with receIpts and
- within the stipulated time frame. Stay within your budget unless you get council perrmssmn to do
otherwise.

SYNCHRONIZE ACTIVITIES by workmg within the group, and by correlatmg your actwltles
with those of other board members.

‘ DEVELOP and STRENGTHEN the leadershlp of the assomatlons members

TAKE INITIATIVE AND RESPONSIBILITY for your own work. Don’t wait for someone to
remind you to fulfill your commitments.

KEEP RECORDS AND NOTES concerning the work you do; Keep this material in a notebook to
pass on to the next person who assumes your position. Offer to have a meeting with your SUCCESSor,
then relinquish the job. Remain available for assistance upon request.

- LEARN TO DELGATE WORK to appropriate people instead of doing it all yourself. This
requires the ability to encourage and inspire others. You will generally be most successful in
~ delegation if you ask someone in person to do some well-defined task, providing him or her with an
honest estimate of how much work it will take, and clearly define the deadline.

WELCOME BEGINNERS’ QUESTIONS to help new board of directors members gain self-
confidence so that they can feel secure in their new situation.

UNDERSTAND THE VALUE of attending conferences and training. Help others to understand
this and to participate. Travel and accommodations for conferences and training, especially
Maryland PTA and National PTA conventions, are valid and encouraged budget items.

HELP THOSE YOU COUNSEL to understand policy as enabling and proactive, rather than
limiting and restrictive. Look to state and national leaders for guidance and interpretation of policy.




General Information for PTA Councils

All meetings are presided over and conducted by the council president. The president also conducts
any business. As president, he/she does not vote except in a tie. He/she must temporarily hand the
gavel to someone else {vice-president), if he/she speaks to or makes a motion.

Council preside_nts will receive correspondence throughout the year. It is very important that the
council president looks over all correspondence and deals with it appropriately. Many items come
through the council president/designated representative for other board members. The council
president/designated representative should give the information, or copies of it, to those persons. It
is important that the council president/designated representative pass this information along since
he/she is the only person that receives it for the council. The President should always note meetings
or assignments and take care of anything that should be returned. Appropriate articles in Our
Children should be identified, copied and distributed at councﬂ Board of Directors meetings.

Every officer of the council should keep a procedure book to glve to hls/her successor This
information is vital for every position.

Every councﬂ board should conduct a needs assessment of its body and set goals from the results.
Each officer or appointee should set personal goals of what they want to accomplish during the
year. The council president may want to meet with his’/her board members individually to help
them set their goals.



PTA Council 'Procedure Book

A procedure book serves as a permanent record of activities and ensures an ongoing PTA program '

“of work. It should contain all material and information needed for each position. The book is
passed on to a successor. A loose-leaf binder makes it easy to add or remove materials so the
~ contents are up-to-date,

The procedures book should contain the following:

..". » & o o @ .0

List of board members with addresses and phone numbers
Resources
Bylaws
Standmg Rules
Council Newsletters
Maryland PTA E-Newsletter
Job descriptions for all members of the board
Approved plan of work, which should include the followmg
Goals/Areas of interest - |
~ Possible projects and/or programs
Council Budget
~ Budget allocated to your posmon : : :
Reports of predecessors whwh should include evaluatlons and recommendat1ons
Reports of committee meetmgs and other meetings attended. _
Reports of programs or events prowded by chairmen/committees
.- Type of meeting
Expenses of each meetmg or event
People contacted and dates
Evaluation of each meetmg

'Cloples of the followmg

~ Letters

- Fhers
Articles
Publicity
Press clippings

Year—end report, which includes the follomng

Goals
Activities
Expenses
Evaluations of year s actlvmes
Recommendatlons '




Werkshe‘et' f{’)i‘* Coijncil Presidenf

: The eounell pre51dent is an elected officer and serves asa v1tal link between Maryland PTA and the
member umts o

WHAT TO DO :
Prior to Beginning the Term

Review responsibilities as outlined in eouncrl bylaws/standmg rules | o

Review responsibilities as outlined in Maryland PTA’s bylaws and standing_n_lles_.

Meet with liaison from school district and/or Superintendent/ CEQ’s office. 'Request agenda
time to be introduced at a meetmg of the district principals. Prepare an overview of the
council goals for the upcoming year.

Meet with council program and budget committees.

Work with the other incoming council officers to prepare the council calendar for the
upcoming year and prepare any required facility use forms. A council may meet in a central
school district location or may rotate the council meetings among the member unit’s sites.
Read and become familiar with council bylaws and standing rules. Note date when new
officers and chairs assume office. Fill appointed offices as specified in the council bylaws.
Attend workshops offered by Maryland PTA and urge incoming board members to attend as
well. Notify incoming unit officers of the workshops scheduled.

Coordinate with the council treasurer to have si gnature cards for the counerl’s bank account
updated with the new officers. °

Ask for the council president’s procedure book and review it and alI matenal received from
the previous president. : :

Ongomg

—-Prepare meeﬁng agendas {(check with the council’ secretary and/or minutes for any

unfinished business to be included). Provide copies for the secretary and parliamentarian.
Ensure that the council is represented at all meetings of the Maryland PTA by either you or
your representative, in accordance with counell bylaws. (Annual Conventmn Fall Boards,

- Winter Boards).-

Attend all trainings given by Maryland PTA.

Prepare a written report of activities and meehngs for both general membership and
executive board meetings.

~ Keep membership up-to-date on calendar of activities.

Review all service mailings received from Maryland PTA and Natronal PTA promptly Be
alert for any deadlines that affect the council and/or the member units.
Be alert for all deadlines that affect the member units. Set reasonable. dates for deadlines for
items to reach the council and to be processed and forwarded to the state office. Items with
deadlines to watch include:,

*  Membership Dues

* Reflection Program entries

* Council Awards Applications

* Annual report forms

» Convention Registration
Plan workshops for the member units. Ask for any needed assistance from Maryland PTA.

Review the Outstanding Council Award application, complete as required, and submlt to the
Maryland PTA. |



¢ Work with program chairs to complete plans for Founders® Day and other special events.
Remind member units of the deadline for final remittance of dues. (March 31%)

¢ Check bylaws for date and procedures to elect the nominating commrrtee and delegates who
will attend the annual state PTA convention.

» . Conduct election of new officers at the annual meeting as specified in the by- laws.
Immediately followmg the election, send names and addresses of new ofﬁcers to the state
office.

» Encourage emergmg leaders to attend Maryland PTA meetings.

End of Term

* Give helpful materials to the premdenbelect or successor immediately following
“election. Complete procedure book and give to new president when office is assumed.

¢ Check with other council officers to be sure their procedure books are up-to-date.

* Encourage cooperatlon and sharing of matenals between outgoing and incoming

- officers.

* Invite incoming pre31dent to attend meetmgs of Maryland PTA and meetings of

- community groups.

*  Schedule a time to introduce the incoming premdent to the supenntendent/CEO

*  Be sure outstanding bills have been paid, committee reports ‘have been filed, projects

~ have been completed, and that financial books are scheduled for audit.

* At the last council meeting of the year, a motion should be made authorizing the
executive committee/board to pay necessary summer bills. A motion can also be made
to appoirit a committee to read the minutes and report at the next council meeting.

* WHEN YOUR TERM AS COUNCIL PRESIDENT IS COMPLETED, STAY
INVOLVED, BUT NOT IN CHARGE. BE AVAILABLE FOR ADVICE WHEN
ASKED




| Worksheet'foerdun_eil PTA Secret‘aties "

Recordlng Secretary

The recording secretary is an elected officer and one of three requn:ed fora councd The secretarial
responsibilities in-a PTA council may be assigned to one person or divided between a recording
secretary and a corresponding secretary as specified in the council bylaws. In addition to the
bylaws, the duties of a secretary are discussed in Robert’s Rules of Order, Newly Revised.

What to Do

Obtain Secretary’s Minute Book with minutes of previous meetings and other materlals from

- your predecessor, including the master copy of the council bylaws list of member local PTAs, -

and other official documents and records of the council.

. Attend any workshop or training event being given by the councﬂ and Maryland PTA.
- Keep an accurate, concise, permanent record of the proceedings of all meetings of the executive

committee/board of the council. These minutes are the legal record of the council.

- Minutes contain a record of what the group did, with action recorded in the order it took

place. Personal oplmon and discussion are omitted.
- Minutes are entered in a bound book, hand written in permanent ink or typed, and the
~ original copy placed into the permanent records of the council. -
Prepare ‘a list of unfinished business items for the presu:lent and assist with preparation of the
agenda, if requested. '
Notify executive committee/board members of meetmgs (lf there is no correspondmg secretary).
Notify delegates of council meetings (if there is no correspondmg secretary). .
In the absence of the president and vice-president, call the meeting to order and preside until the
election of a chair pro-tem.
Have on hand, for reference at each meeting, a copy of the bylaws and standmg rules, minutes
of previous meetings, a list of all committees and a list of all unit representatives to the council.
Read the minutes of any previous meeting when called upon to do so.

- If directed by the council, copies of the minutes may be distributed in advance to each
member to expedite the meeting, or minutes may be published in the newsletter. With
approval of the council, reading of the minutes may be postponed to a succeeding meeting,
or a committee may be appointed by the president to read the minutes and report.

Prepare and read a report (not the full minutes) of each executive committee/board of directors
meeting at each council meeting, and move the adoption of committee recommendations.

Have on hand motion slips, forms, or ballots at each council meeting.

Sign, with the president, disbursement forms or vouchers for disbursement of funds after the
council votes to pay a bill. This should be done immediately. Record all expenditures in the
minutes.

Read the correspondence, reply as directed by the council, and keep a file of letters received and
written (if there is no carresponding secretary).

Be prepared to help count a rising vote when requested and to have available blank paper for
voting by ballot.

Enter all amendments to the bylaws in the master copy, which should be kept in the Minute
Book. Amendments should also be entered in the minutes when a vote is taken.

Prepare the minutes and give a copy to the president soon after each meeting. When minutes
are corrected, the president and the secretary enter corrections. Corrections may be made at any
subsequent meeting when errors are discovered. All corrections should be entered in the margin
of the bound book with a red pen, dated, and initialed.



Be responsible for all council records, documents, and papers (except those assigned to others).

Minutes

Minutes should contain:

. The name of the council and type of meeting (regular, executive eornrmttee/board specral)

The date, time, and place of meetrng
The disposition of minutes of previous meeting — whether réad and approved/corrected or if the
reading was postponed, 1ncluchng how and when minutes are to be approved.

- The treasurer’s report as given and list of bills approved for payment.

A summarized report of other officers (1mportant Teports, such as budget, should be attached in
fuil to the minutes). -

- A record of each motion voted on, the name of the member who made the motion, and whether
-the motion was adopted or defeated. The name of seconded is not recorded

A copy of any resolutions adopted.

The record of results of any election and votes cast. - S

Brief notations of the pro gram: toplc names of partre1pants, and method of presentatlon '
The time of adjournment. ‘ ‘

List of people in attendance or excused absences.

_ The signature of secretary using given name, not nickname.

Corresponding Secretary

‘ Respons1b111t1es of the corresponding secretary are deﬁned in the councﬂ bylaws and mclude other

related dutles that the pres1dent or execunve committee/board may. asmgn

" What to Do

Send notice of meetmgs to unit representatlves and council board of directors’ members as
directed. :
Read correspondence at meetings as requested by pres1dent

'Check with the president about letters to be written nnmed.tately following the meetlng

- Some letters will be written for the president to sign and will contain specrﬁc wording as
~ dirécted by the executive committee/board or council action,
- Other correspondence may be written and srgned by the correspondmg secretary followmg
general instructions. )
Write authorized letters promptly.
.- Be accurate; check names and titles carefully.
- Give precise information, attaching a copy of recommendatrons resolutions - or monons
-and reasons for any action taken. _
- Refer to a reference book on wntmg business letters for suggesnons as to form and style.
Keep a file of all letters received and copies of rephes written.
- Important correspondence should be passed along to your sueeessor or placed
with the official records of the council.
Unless the bylaws specify otherwise, notify officers and committee members of ’rhelr election or
appom’onent, and send names of newly elected officers to Maryland PTA promptly




Worksheet for the Council PTA Treasurer

The treasnrer is an elected officer and the authorized custodlan of all funds of the PTA council.
Some responsibilities of the office are specified in the council bylaws and others are established by
state PTA procedures. The treasurer’s duties also include keepmg records and preparing reports to

comply with state and federal laws

What to Do .

Obtain financial records and matenals from predecesser These should mclude a standardrzed
PTA treasurer’s book (ledger).and disbursement forms.

The outgomg treasurer cannot sign checks after his/her term explres for that year

The incoming treasurer may not write checks until the budget is approved, unless a motion has
been approved at the last general membership of the prior year meeting approving a specific
amount for summer expenses.

File signature cards for the PTA account at the bank approved by the executive

. committee/board. Require two signatures on all checks.

Contact the council president for copies of financial resource information (these may include
Cash Encounters, a publication of Maryland PTA).

Serve on and meet with the budget and finance committee. (The treasurer is frequently .

designated committee chair.)

A carefully considered budget is an essential ﬁnanclal guide for the year.

The budget income includes only the council portion of membership dues.

The proposed budget is presented to the executive committee/board for suggestlons, ‘the
Executive committee/board recommends adoption of the budget to the council at the first
regular meeting of the year; the council may amend it before voting on its adoptron (Procedures
vary, consult bylaws)

~ Attend training workshops given by Maryland PTA. The council treastirer may be called on to

assist local PTA units with financial matters.
Issue a receipt for all money received, and deposit it all promptly in the PTA bank account.

. Pay by check all bills duly authorized. The disbursement form is strongly recommended. The
budget is not a blank check. Bills must be presented to the council for payment or ratification

accordmg to the procedures specified in the bylaws

Keep 1n ink an accurate and detailed account in the permanent treasurer’s book of all money
received and disbursed, including the number of members credlted to each unit, and the amount
of dues collected from each unit.

Keep a treasurer’s book (ledger) and checkbook up-to date wnth the current balance shown in
the checkbook at all times.

Reconcile the monthly bank statement Hnmedlately upon recelpt Have the president sign the
monthly bank statements,

Watch for checks that do not clear within a reasonable time and investigate. .

Submit written budget reports at general and board of directors meetings of the council. Include
in each report the total balance on hand at the beginning of the period covered by the report,
with separate amounts credited to the general fund and any special fund receipts and
disbursement, and the total balance on hand as of the date of the report.

Submit an annual financial report which includes total gross receipts and disbursements for the
year signed by auditor or financial review committee. Send a copy to Maryland PTA.

Check amount of gross receipts to determine if a tax return is required. Refer to the Maryland
PTA guidelines for current regulations and instructions concerning tax-reporting requirements.



Determine if a sales tax form is to be completed for the state. Refer to the Maryland PTA
guidelines for current regulations and instructions concerning tax-roportmg requirements.
Make all ﬁnanclal records available for audit at the tlmes spemﬁed in the council bylaws

Respons1b111t1es |

Receive all money from local PTAS check amounts for acouracy and issue a numbered recelpt
for each transaction. All'receipts should be accounted for and numbered.- :
Record all receipts by unit name in a bound ledger book, indicating the date of rece1pt number
of receipt issued, amount, from whom received, and for what account.

Note any refunds or disbursements that need to be made. For amounts received for membership
from the member units, prepare a list of the units submitting the payments and the number of

- membership for each unit. Distribute the list to the council membership chair.

Attend all events where money may need fo be counted Two (2) peOple must be involved in
the counting of money.

Prepare all state and federal and local reportmg forms (1 e. 990; chantable sohcltatmn act;
personal property and sales tax) ' . : : .

Deposits

Deposit all ﬁ.mds reoewed umnedlately in .the appropriate che:ckmg or.savings account in
accordance with the PTA councﬂ bylaws All accounts should be FDIC approved




Councﬂ Delegates

Councﬂ delegates are the conuectmg link between the local unit and the council. The specific
number of delegates from each unit is determined by council bylaws. Unit bylaws must conform to
their council bylaws. The unit decides the method of selecting delegates and their term of office.

Delegate . '
: e  Are chosen accordlng to local PTA and council bylaws . :
¢ May be presidents, vice presidents, immediate past presidents, prmmpals or other members
of the local PTA. as stipulated by unit and council bylaws -
- Must be members of their local PTA

Delegates Respons1b1ht1e :
e Attend all council and local unit meetings.

Represent their local PTA in the council voting body.

Make motions, discuss motions, and vote. . :

Report to the council any local PTA decisions based on its vote.

Keep a procedure book of their activities as a guide for future delegates.

- Take accurate and complete notes for reporting back to the board of duectors and general
membership. ‘

» Encourage members to attend eouneﬂ programs, publicize council activities, and notify PTA
, members of upcoming council meetings.

» Keep lines of communication open between council and the local PTA.

e Publicize council activities in the local PTA newsletter.

» Be familiar with local PTA, council, state, and National PTA bylaws, p011e1es, and
procedures.



Maryland PTA Protocol

Invitations to state officers for special-events being held by councils should be sent as soon as
possible to avoid conflict in schedules. Maryland PTA officers will pay for dinners when the
invitation is received. The Maryland PTA president should be an invited guest {paid for by the
council) if at all possible. An invitation should be made by phone and followed up in writing at
a later date. Always follow up with a written confirmation letter to an HlVlTIathIl to attend an
event.

Inform ‘the mvxted ofﬁcer or board of directors member of the council’s expectatlon for the
evening. Is the guest to bring greetings, to make a 15-minute keynote address, .install new
officers, or simply wave? This information should be included in the conﬁrmatlon letter sent to
the guest allowing everyone to be prepared. :

At an official PTA event such as Founders’ Day or a Council meeting, a Maryland PTA officer
or Board of Dlrectors member who has been invited to your event should be introduced before
non-PTA guests. National PTA guest should be introduced first, then state officers, Board of
Dlrectors followed by Council guests This is, after all, a PTA event and PTA guests should be

the most important. : _ '

If a PTA officer is present, that officer (in order of “rank™) should be included in the
presentation of all PTA awards. For instance, if a Maryland PTA Life Membership is presented, -
‘the guest should be invited to the lectern and participate with the presentatlon This could be as
~ simple as shaking hands and plcture taking. .

Remember to thank everyone for commg to the event and include the Maryland PTA attendees.
If a workshop or other lengthy duty had been performed a small gift is appropriate, but not
required, Always send a thank you note to an officer who has piven a speech or performed
another service for your councﬂ during a meeting, :




DissolutiOn' of PTA Affiliation Checklist

Review the following process Wit]:i the local PTA:

In the event that the council hears rumars of a poss1ble dlSSOl‘llthIl of a loca.l PTA, immediate

contact with the president of the PTA is necessary,
Verify the rumor;
Explain the process for dissolution of a local PTA according to local bylaws;
Inform Maryland PTA in writing, of intention to dissolve PTA affiliation;
Inform all local PTA members by mail of this intention and anncunce the date of the general
membership meeting where a vote to dissolve will be taken (allow (30) days notice);
At the meeting, present the proposal and allow for discussion of the entire issue (pros and cons);
A vote of 2/3 by ballot of the members attending (with quorum met) is required to decide this
issue. ONLY MEMBERS MAY VOTE;
A letter must be sent to the Marylanid PTA Informmg them of the results of the vote taken.
Attach a copy of the notice of the meeting date and the minutes from the meeting;
If the organization has voted to dissolve their PTA affiliation, the following process begins.

o ‘All funds and the financial records of the association are frozen and turned over to a

representative of the Maryland PTA for audit;

o All outstanding obligations will be honored and met;

o Any remaining funds will be turned over to Maryland PTA;

o Funds may NOT be donated to the newly formed Parent Orgamzatlon as thls isnota

non-profit organization,

Maryland PTA will notify IRS of the charter rémoval and dissolution of the Federal ID number;
Maryland PTA will notify National PTA to remove local unit from roster and cance] all
mailings;

- Maryland PTA revokes the Artlcles of Incorporatlon since Maryland PTA is hsted as the

designated agent.



Advocacy and Legislation

*To secure adequate laws for the care ancl protection of children and youth”
PTA Purpose

Local PTAs and councils must follow Maryland and National PTA posmons Local PTAs and
. councils may not work in opposition to Marylancl and/ or National PTA positions. Local PTAs and
councils may make their own decisions on an issue providing Maryland and National has not taken
a position on that issue and that the issue 1s aligned with the Purposes of PTA.

PTAis a nonprofit organization. PTAs take positions on leglslatlve 1ssues but is nonpartlsan and
endorses no candidate for public office. S

Advocacy

National PTA has defined advocacy as the act of mobilizing individuals and local PTAs to work
with Maryland PTA and National PTA to make changes and zmpi ovemem.s' in prog1 ams and
policies that benefit children and youth.

For more than one hundred years, PTA members have communicated with lawmakers and pohcy—
makers about the needs of children and youth. “ The goal of PTAs and their members is to be
actively advocating for the well being of children and families and for excellent public schools from
the local level to the federal level. PTAs are to be informed on issues, to be committed to the
advocating for the educational opportunities for all children, and to advocate on behalf of all
children and youth. :

Under federal tax laws, PTA members may engage in legislative activities on behalf of
children and education and may inform the public and the policy makers about officially
adopted PTA positions and resolutions. _

National PTA Legislation

National PTA’s priorities complement PTA’s mission of advocating for services and policies that
benefit children, educating parents to be advocates for thelr children, and engagmg community
members in support of public education.

Parent Involvement
Studies continue to show that regardless of the economic, ethnic, or cultural background, parent
involvement in a child’s education is a major factor in detelmmmg success in school.

Safe and Nurturing Environments

National PTA supports initiatives that foster a safe and supportive school climate, including
violence prevention measures, delinquency prévention initiatives, class-size reduction efforts,

counseling programs, disciplinary strategies, approaches to adequately teach students with learning
disabilities or limited English proficiency and liealth and welfare reforms that meet the needs of
underserved children and famlhes




Support for Public Education A '
Strengthen public education for our natlon s clnldren through advocacy, promotlon ‘and engaging
community members in support of public education. _'

National PTA’s website (www.pta. orglla issues.html) ‘has clickable links when online for the
followmg categories:

e Parent Involvement =
Alcohol and Other Drugs
Before- and After-School Care
Block Grants for Education =

~Charter Schools
Child Nutrition and Wellness
Citizenship and Equality of Opportunity
Commercialism in the Classroom
Cooperative Role of Parents and Education Professional
Cultural Arts :
Desegregation
Discipline .
Early Childhood Education
Education Emphasis
Environment - : '
Funding for Educatlon and Child- Related Programs
Health and Nutrition
Language Acquisition
Legislative
Libraries and Educational Matenals
Mass Media _ '
National PTA Organizational Decisions
Every Student Succeeds Act '
Parent Information and Resource Centers (PIRCs)
Public Funds for Public Schools -
Safe and Nurturing EnV1ronments
Safety and Protection
School Modernization and Environmental Health
Spiritual Education ‘
Support for Public Education
Support Services to Children and Families in Need
Teacher Quality
The Individuals with Disabilities Education Act (IDEA)
Title I of Every Student Succeeds Act




Summary of the Marylancl PTA Leglslatwe Agenda

The Maryland PTA Legislative Agenda is the basis for any action taken on pubhc policy, legxslatlon
and regulations affecting the health, education and general welfare of chlldrcn and youth by
Maryland PTA, the PTA Councils or the local PTAs. :

. The Maryland PTA Leg131at1ve Agenda conforms to the policies and resolutions of Natlonal PTA
. The Maryland PTA Legislative Agenda is first approved by the Advocacy Comrmttee then thc
Executive Committee and. ﬁna]ly by the Maryland PTA Board of Directors. '

General Assembly Leglslatlve Initiatives

Malyland PTA establishes legislative initiatives to pursue during the 90 day General Assembly
session as well as during the interim. Councils, local PTAs, and mdwldual mcmbcrs can suggest

. initiatives to the Vice Pre51dcnt for Advocacy '

Maryland PTA and The Maryland Educatlon Coalition ( MEC )

A coalition is a group of orgamzanons and individuals working together for a common purpose,
usually involving “one issue” or event. A coalition is dissolved when the issue has been solved or
the event has been completed. Maryland PTA supports coalitions that deal with issues in which
PTA has a vital interest involving children and youth and supports the purposes of PTA. These -
coalitions with the Maryland PTA serve as strong partncrshlps and colIaborate on common - -
interests. . : :

Maryland PTA Advocacy Committee

The Maryland PTA Advocacy Committee meets weekly whlle the Maryland General Assembly is
in session to review and discuss bills and the positions of the Maryland PTA. The committee
cortinues to work together during the summer months to develop the Public Policy and Legislative
Agenda, discuss proposed resolutions and consider any other actions under its governance. The
Advocacy committee is composed of 9 members appointed by the president, including the chair.
The VP for Advocacy shall serve as chair. The President-Elect and Federal Legislative Chair are
also members of the committee. The committee is open to inclide council level vice presidents for
legislation and/or legislative committée chairs from active councils as well as members from any-
local PTA/PTSA. Voting is limited to the 9 active members. Also the Advocacy commlttee is
welcome to have a youth member serve on the committee.

Why Should PTAs and Thelr Members Care About Leglslatlon"

Ded1cat1011 to a task is more important than expernse in the advocacy process. One of the most
important attributes of an effective legislative advocate is persistence: results will not happen
overnight. However, when the case is well crafted, legislators will ultimately pay attention.

. Legislation not only includes bills but also considers budget allocations that fund the interests and
goals of a local, council or state PTA. All PTA members are encouraged to attend hearings as well
as briefings, serve on local workgroups or statc task forces and report back information - within PTA
meetmgs :

Federal Focus

Maryland PTA Legislative Agenda also mcludes a component that addresses legislative positions at
the Federal level of which the National PTA focuses. Members of the Advocacy Comriittee may
use these positions along with National PTA resolutions and position statements to frame bill
testimony or speaking points. Advocacy Committee members are also encouraged to attend the




National PTA Legislative Conference at which time the Marytaﬁd PTA federal Legislative Liaison
and other attendees receive training on the National PTA Leglslatlve Focus and lobby the federal
legislators on Capitol Hill in Washington , D. C ‘

Choosing an Issue

Often there are more child related issues than a PTA can effectively address. So, how do we decide
where we will focus our advocacy efforts?  First, we focus on an issue, not a problem. For example,
crowded classrooms are a problem; the larger issue could be inadéquate facilities or lack of staff.

After determining the issue, the following concerns need to be addressed

. Does the issue fit with the PTA’s Purposes and Mission? :
. How does the issue concern children and youth n the school and/or the commumty‘?
What is the desired outcome? '
Can the issue be made understandable to those within and outsude of PTA"
Is the issue a winner? s - . "
Do our members want to make this effort a prlorlty‘7
Is the outcome achlevable in the short-térm or over time?

Researching the Issue v o
Know as much as possible about the background of the issues.

Has National PTA or Maryland PTA taken a position on the issue?

Find as many sources of information about the issue as possible.
Research the arguments both for and against. '
Know who suppotts and opposes the issue. -

‘Conduct surveys and opinion poils in the oommumty

Use data from credible sources - ' Lo

Creatmg an Eﬁ‘ectlve Campalg_ : : ' : ' -
An effective campaign is built on achvmes and events that “keep 1t on the radar screen.” The
following actions are key to an advocacy campaign:

¢ Design a strong, understandable message;

* Reach out to your members. Survey them to find out how they feel target newsletters and
membership meetings to get out the message;

» Reach out to the commumty Establish eoahhons for broader support

e - Utilize the medJa to promote your cause

. Per51st '

Advocatmg Role at the annual Maryland Convention
The Advocacy Committee members or Chair of the commiittee should seek to have a core role in
training how to advocate at the local, council or state PTA levels. Those local or council PTAs who

have an Advocacy officer are encouraged to work closely with the Membershlp Chair to promote the
advocacy focus of the local, council or'state PTA




IRSR'ules On Lobbying By Nonprofit Organizations

PTA is a 501 (c)3 organization, and such enjoys tax-exempt charity status. PTA cannot work on
behalf of or against candidates, including those running for school boards, even on non-partisan
slates, since the IRS makes no distinction between partisan and nonpartisan elections for public
office. There are a number of other voter education activities in which the PTA can participate.

Candidates’ Statements: It is entirely proper to inform candidates of the PTA position on
particular issues and to urge them to go on record (all candidates for a particular office, not
Just a select few). PTAs may not publish or distribute statements by candidates except as
nonpartlsan ‘questionnaires™.

Questionnaires: The questions must cover a broad range of sub]eots be framed Wlthout bias
and be given to all candldatos for office.

Votmg Records: There is no problem in followmg the practice of informing PTA members

- how each member of the legislature has voted on a key issue. There is no legal problem
with this provided that the information is presented and disseminated during the campaign in
the same manner as it has done at other times. A problem arises if an organization waits to
disseminate voting records until a campaign is under way. If the PTA has followed the

~ practice of disseminating voting records throughout the year, then it is safe in publishing

votmg records. If, however, the PTA has not published voting records throughout the
prevmus year, it may not during the campaign.

Public Forums: PTAS may conduct candidate forums. The invitation for the forum must be
extended to all “serious candidates.” It is not necessary that all candidates attend. Tt is
imperative that even-handedness be maintained in promioting and holding a candidate forum.
A nonpartisan moderator should be in charge, and fair procedures must be astabhshed and
agreed to in advance.

- Get Out the Vote: PTAs can campaign for or against referendum issues that would fall within
the Purpose and Mission of the PTA. The PTA may educate the public as to its posmon on
a referendum issue, and encourage voters to support the PTA position.

Specific laws also apply to the association’s lobbying activities.

As permissible under federal tax laws, PTA members may engage in legislative activities on behaif
of children and youth, and may educate the general public and the policy makers about officially
adopted PTA positions and resolutions.




Resolut_ions

What Is A Resolution?

A resolution is an original motion that, because of its unportance length, or complemty, is
submitted in writing. A resolution usually consists of two main parts:

e apreamble--the “whereas” clauses . .

s arequest for action - the “resolve” clauses.

The “whereas™ clauses contains the background information and the reasons for the resolution. The
“resolved” clauses contain the request for action. Each action requested should have its own “resolved”
clause. : :

Ail resolutlons must be recelved in the Maryland PTA off' ice by May 15 for review by the legls]ative
committee. ’

Resolution Criteria

Each resolution submitted to Maryland PTA must meet the following criteria;

o Concern a field of interest to Maryland PTA.

¢ Be in harmony with the mission, purposes, and basic policies of Maryland PTA. -

e Statea posmon not previously adopted, or improve a position already adopted by Maryland
- PTA

e Be written in language appropriate for statewide consideration. ‘

o Give background material which substantiates each “whereas” and “resolved” clause of the
resolution and which indicates the subject of the resolution was well researched by the
submitting group. It should include PTA related information, dated copies of documented
research, dated copies of pertinent laws, dated copies of surveys or statistics documenting
the problem, and copies of relevant pamphlets or articles from publications. The background
material must be sufficient to give a person with no previous knowledge of the subject
enough information to make an intelligent decision. To enable committee members and
voting delegates to make a decision on the merits of the proposed resolution, unbiased and
well-balanced information must be included in the resolution. '

Emergency Resolutions

Emergency resolution may only be submitted if the urgency of the subject matter has arisen after
the established deadlines. To be considered, emergency resolutions must conform to all established
criteria, be approved by the Legislative Committee, and receive a two-thirds (2/3) affirmative vote
by the delegates.



Working with the Media

What is the Goal?
o To offer a clear, focused message
¢ To know where the association stands, what you want, and what yt)u expect

Ten Ways to keep the media on your side during a crisis:
Seize control '
Identify a spokesperson (the presadent)
Be accessible

"Be honest ,
Do not give “off the record” comments
Do not be intimidated
Prepare statements
Develop talking points
Rehearse .
Create media materials -

4 & & & & & 2 & 8 @

Ten factors to consider for all Public Statements

(All of your statemerits should pass the following public perceptlon test)

Are they both honest in content and compassionate by response?

Do they communicate a thoughtful, intelligent content?

Do they really show your genuine concern?.

Are they solution-based? _

Are they presenting the “image” of PTA in a good light?

Are you going to be viewed as not only a reliable PTA, but also a responSIble one'?
Will they show your PTA as one with good “core values™?

After watching and hearing you, will-your various stakeholders view you as bemg in-
control?

Have you eommumcated ﬁom the heart” and not just from the “head™?
»  Will your audience remember having “liked” yeu and the PTA?

Six steps for an effective news conference appearance
e Be prepared " .
" Listen
Clarify
Offer a short, direct reply _
Provide fact sheets whenever possible
End it!

Techniques for dealing with the media:
Know the facts: don’t guess
Rehearse your message
Help set the “ground rules”

Prepare for the worst
Answer questions. Stay Alert. Listen.




Say it in 12 seconds

Admit mistakes _

Relate to the viewer, not the interviewer

Humanize yourself and the PTA

Think like the media .

Know journalist’s language

Be politely persistent, but don’t get angry

Localize your story

Stick to the subject, don’t ramble

Never go “off the record” .

Keep it on a one-on-one basis

Never say “no comment”

Avoid arguments and hostility

Provide advance biographical/background data

Be direct and friendly

Suggest talking points before the interview -
Always have at least two “themes” going into each interview
Bridge potential adverse, negative stories into positive responses
Anticipate questions to be asked : : -
Know the reporter

Never guess, and never, never lie

Advance work — do it

Edit yourself as you speak

Additionally for a face to face mtemew

Lean forward slightly projecting positive body language

Tell it like it is and look at the interviewer — maintain solid eye contact '
Use the news conference sparingly '
Dress for the occasion

Do not fold your arms — defensive body language

Ask for make up if in a studio :

Do not squint at the lights

Arrive early for questions and pre-talk with the mtemewer o

Set a 15 second timer and practice answers in that format time frame
Talk to the interviewer and not the camera
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Correct Usage of the PTA Name

PTA and PTSA (Parent, Teacher, Student Associ'ation) are’
registered service marks of the National Congress of Parents
and Teachers and are registered in the U.S. Patent Office.

| National Parent Teacher Association is also a registered name,
as are the National PTA and Maryland PTA. Only organlzatlons
chartered by the PTA may use its name.
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Communications Guidelines for PTA Leaders
Unaffiliated Parent Groups

The following key Messages {page 1), Communications “Do’s & Do Not's” (page 2}, Frequently Asked
Questions resource (pages 3-5), and Sample Web Copy (page 6) are provided to assist PTA leadérs In
responding to mqumes regarding the differences between PTA and unaffiliated parent groups

- If you have related questions, please contact LaWanda Toney, Natmnal PTA Director of Strateglc
: Communscatlons at ]toney@pta org or(703) 518-1242.

Key Messages

Wh[!e there are many differences hetween PTAs and other parent Eroups, the most
fundamental is our mission. PTA is a nationwide network of families and educators advocating
for children at all levels of decision maklng, and other parent groups are comprlsed offamllles
working only at an indlwdual schoaol.

As a nationwide network of more than 22,000 schoals and four millien fafndles PTA provides

parents, educators, and other concerned adults with an organized- way to improve education,
health, and safety conditions for America’s children. In addition to involvement at the schoo]
PTA parents have a voice with dlstrlct state, and even national level conversations.

Other parent groups not affiliated with PTA are sometimes referred to by the generic'acronym
PTQ. These groups focus exclusively on issues at their school and are not part of a larger,
organized network. PTA encourages these groups to join us because we believe we are stronger
together, but we also understand their decision not to be part of PTA and suppc:rt their Iocallzed

"~ efforts to enhance family engagement




Communications Do’s & Do Not's

e Dobe positive when describing the work of ether'par‘ent groups. We believe membership in a
nationwide network is the best way to make a difference for our children, but we applaud and
support all efforts to improve family engagement

s Do Not use the acronym PTO as if it is In the same category as PTA. Many people believe PTO is
a brand name like PTA (as opposed to a generic term for unaff“ltated parent groups) and our '
frequent use of this acronym has reinforced this notion :

» Do use “other parent groups” or “unaffiliated parent groups” as the generic term instead.

+ Do Nnt use comparison charts listing the convenience and admlmstratwe bene’r"ts of PTA, such
as the cost of insurance. People Join PTA for our mission, and not because of these business
features. ' :

* Do utilize the Sample Web Copy {page 6) on your website and in other communications -
describing "The PTA Advantage” and include state-specific examples to help illustrate PTA’s
mission in action, -

» Do Not make statements about the PTO Today website, magazine, or other materials. They are
products of School Family Media, Inc., a for-profit media and advertising company that offers
services to all parent groups, including PTAs. School Farnlly Media, Inc., is ane of hundreds of
individuals and groups that provide services to PTAs. o



Frequently Asked Questions

Q. How should | answer the question “What’'s the difference between PTA and another parent
group”?

A, PTA Is the oldest and iargest child advocacy assoclation in America comprised of 22,000 schools and
four million families. As part of this nationwide network, parents have a voice in decisions that Impact
their children, not anly in their individual schoals, but also at the district, state and natianal levels. This
mission is unigue to PTA. Other parent groups work on behalf of children withln thelr school yard but
have no organlzed way o |mpact decisions beyond the fence. : .

Sometimes people refer to these unafFliated groups as a parent teacher organlzatlon or PTO. Th:s is only
a generlc acronym for groups not affiliated with PTA.

The differences between PTAs and other parent groups are many, but we have one similarity. All parent-
school groups form to support children’s education. We commend all of the caring adults who join a
parent group to support student learning and develop pasitive partnerships with their school’s officials,
PTA believes, however, that the issues that affect our children today extend beyond thelr |ndiv1dual
schools.

Many of the benefits aur children receive today, such as universal klndergarten, the Nat[ona[ School
Lunch Program and a juvenile justice system, were accomplished as a result of PTA’s advocacy, a parent
group waorking alone would likely not be able to rmpact issues like these .

Q. What sets PTA apart from other parent groups'-' :

A. PTA is a thriving child advocacy association. Our four million members form a nationwide network of
families united in their commitment to improving the education, health, and safety of all children. We
speak with one voice for every child.

PTA is more connected, d_edicated, and advocacy-minded than ever before, We do not limit ourselves to
bake sales; we strive for meaningful policy changes and educational improvements. The results of our
mission benefit all children nationwide, even those wha do not attend a PTA school.




PTAs warking to bring healthy optlons to their school cafeterias band together to help influence the
national nutrition standards for school breakfasts and lunches. PTAs worried about school safety pool
their ideas and take their shared concerns to the schoo! board to secure systemic improvements, And -
PTAs facing school budget cuts rally to preserve state and federal appropriations for aducation,

Moreover, PTAs have access to several benefits, including dozens of national programs, experts, and
turnkey resources. PTAs also are provided regular updates and advice in the farm of e-newsletters, e-
blasts, social medla, PTA.org, Our Children magazine, a robust back-to-school kit of resources, webinars
and e-learning courses. Additionally, PTAs are eligible for prestigious national awards and millians of.
dollars in grants to help build their capacity and skills and make a difference in their school community.
Partners and sponsors, like LifeLock, Lifetouch, Healthy Weight Commitment.Foundation and Amazon
Kindle, make their benefits and cost savings available to PTAs nationwide as well. All members are
invited to participate in PTA conventions (national and state} as well as our legislative conferences.

Administrative factors also set PTA apart from aother parent groups. PTA offers a national and state
infrastructure with staff to assist PTAs in securing nonprofit status, filing gavernment paperwork,
creating bylaws, purchasing low-cost insurance and training leaders. These support services are available
at no additional cost after membership.

Q. Some parents just want to help their child at school, so why should they form a PTA at their school?
A, Many of the decisions that impact children’s education are not made by educators at their schoals.
These decisions frequently come from district or state officials. PTA gives parents a united and powerful
voice, a seat at the table where decisions are made, and the tools to influence, Below are two
illustrations of PTA’s mission in action. [Note: each PTA should develop several state-specific examples.]
. » Washington State PTA worked to secure the passage of major state education reforms,
_ sweeping changes that an independent parent group could not have accomplished alone.
* Florida PTA, on behalf of all parents, helped to defeat a piece of state legislaticn that held the
potential for for-profit management companies and other corporate interests to take over
pubhc schoals. :



" Q. What is the best way to present “The PTA Advantage" online and through PTA communlcatmns?
A. National PTA has four preferences for communicating about “The PTA Advantage.”

1. Avold using the PTO acronym as if it were a brand name, We prefer for you ta use “unaffiliated
parent groups as a generic category.

2. Focus more on the difference in mission between PTA and unaffiliated parent groups.

3. Focus less on the convenience and administrative benefits of PTA membership While practical
cansiderations, these attributes are not as inspiring as our mission. ) :

4. Avmd comparlson charts.

We recommend that you re\new and rewse your websn:e and membershlp matena]s as s00n as possrbie
1o reflect thls guldance

Q Can other parent groups use the PTA name? What about companies that use the name in thelr
marketing or promations?

A. Groups cannot use the PTA name without our prior wrltten approvai While PTA has become a part of
American vocabulary, in the same way that peogle might call any soft drink “Coke” or any facial tissue
“Kieenex.” Like these brands PTA | IS protected wrth a number of federat trademarks and has been 50 for
- mare than 100 years.

Companies cannot use the PTA name in any manner that claims or could reasonably be inferred to
suggest a relationship that does not exist, Companies may, however reference PTA | in statements of
_fact for example, Company Xcan state that it offers servlces to PTAs,

Q. What should [ do if 1 see other people and groups using the PTA name? '

A. If you see the PTA name used in an inappropriate way or have related questions, please contact
LaWanda Toney, National PTA Director of Strategic Communications, at ltoney@ pta. arg or (703) 518-
-1242, Please attach a screen shot or link to the PTA name In use,




Sample Web Copy

The PTA Advan tage

PTA is the ofdest and largest child advocacy association in Amenca PTA is compnsed of four milfion
parents, teachers, grandparents, caregivers, foster parents and other caring adults who share a
commitment to improving the educat:on, heaith, and safety of all children. We speak with one voice for
every child.

Today, the issues that affect our children extend beyond their individual schools. PTA’s nationwide
network provides parents with the forum and tools to collectively influence the decisions that affect.
children not only at their schoals, but also throughout their districts, within their states, and across the
. nagtion. This mission is unique t_o PTA.

Muany of the benefits our children receive today, such as universal kindergarten, the Nut:anal School |
" Lunch Program and a juvem!e justfce system were accomp!fshed as a result of PTA’s mission..

In [insert state], PTA has achieved several notable improuements for children,, including:
[Insert short bulleted list]

With PTA, families olso have access to important benefits, including:

e Dozens of national programs, experts, and turnkey resources.

e Regular updates and advice in the form of e-newsletters, PTA. org, Our Children magazine, and a
robust back-ta-school kit of reso urces

e finsert state-level benefits] :

* [eadership development through webinars and e-.fearnmg courses

«  Millions of dolfars in grants to help build PTA capac:ty and skills and make a drﬁerence in therr
school community

s Prestigious national awards '

e (Cost savings from national retaifers and other PTA partners

e Invitations to PTA conventions as well as our conferences for emergrng minority leaders, male

“mentors, and advocates
»  Support services and staff to help establish and manage your PTA

To join PTA or discuss how to bring PTA to your school, please contact insert name and contact
information]. '
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What Are The National Standards?
The National Standards for Family-School Parinerships are voluntary guidelines to strengthen parent and family

involvement on behalf of children in schools and other programs. The six standards and their quality indicators provide

PTAs, schoals, and communitles with the components that are needed for highly effective family-school involvement
programs. :

PTA leaders and all those interested in. more effective family/school/community connections will find the National
Standards for Family-School Partnerships to be a valuable resource and catalyst for action.

nD: Welcoming All Families Into E Communicating Effectively
< The School Community < Familles and school staff engage
% Families are active participants in the life g in regular, two-way and meaningful
Ii: of the schoal and feel welcomed, valued [<1_: commun_lcat:un about student learning.
o and connected to each other, to schoo! ) : :

staff and to what students are learning

and doing in class,
nD: Supporting Student Success @ ‘Speaking Up For Every Child
< Families and school staff continuously < Families are empowered to be advocates
o collaborate to support students’ learning o for their own and other children, to ensure
QZ: and healthy development, both at :‘E that students are treated faifly and ha_\.f_e
= home and at schoaol and have regular Ul_) access to learning opportunities that will
@ opportunities _that will support their support their success. ' :

sUccess.
£ Sharing Power Q Collaborating With Community
SK: Families and school staff are equal 3:: Families and schoo! staff collaborate
g partners in declsions that affect children g with  community members to connect
< and families and together inform, P students, familles and staff to expand
"m" influence and create policies, practices lc_rJ— learning  opporiunities,  community

and programs. services and clvic participation.
Background - .

Our nation acknowledged the important role of parent involvement through its enactment of the 8th National Education Goal:

Every school will promote partnerships that will increase parental involvement and participation in promoting the
social, emotional and academic growth of children. :

MD PTA supports this goal. The standards were designed to raise the level of expectation about how family-schqol
involvement programs can improve student achievement and life success by engaging families in true partnership with
educators and community leaders. '

How Were the Standards Developed? ' :
The standards were deveioped by the National PTA in collaboration with parentinvolvement researchers and other national
leaders. They are endorsed by more than 30 professional education and family-school involvement organizations. The
standards clearly delineate those practices that have been shown to lead to success and high-quality parent involvement
programs. _ .
The standards were developed to be a practical tool for meeting the threefold purpose of the national standards:

1. To promote meaningful parent and family participation

2. To raise awareness regarding the components of effective programs

3. To provide guidelines for schools that wish to improve their programs







CTRAINING







Training
One of the most important services Councils can provide to their locals is Training.

Most Council training usually lncludes PTA Basics to include Financial Tramlng,
Working with the Board of Dlrectors Ethics and Conflict Resolution,

I\/Iaryland PTA also offers training thru Summer Leadership Conference, Webinars
Regional Trainings and the Maryland PTA Convention. Mandatory Financial
Training is offered to include Cash Encounters, Forms & Instructions, Sample
‘Reports and also provides a Treasurer’s Timeline. |

r

E- Learning courses are offered thru National PTA. Log onto National PTAE-
Learning. You must create an account with National PTA to access the training.
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What Do You Put In A Procedure Book?

H

Your name, address, telephone number, e-mail address and your term of service.

Names, address’, teleﬁhone number, and e-mail addresses and the terms of service for
your board of directors and committee chairs, including any other important contacts.

A current membership roster with name, address, telephone number, e-mail address. The
executive committee should have the list for PTA use only.

Unit bylaws, standing rules, and current budget. Make sure all officers have copi;:s-.
A copy of the Council and State bylaws if you deem necessary. |
National PTA Quick Reference Guides, also available online.

Maryland PTA Resource Guides.

Al] correspondence and information pertaining to your office.

School calendar and PTA calendar.

Plan of work from all committees.”

. Copy of approved budget.

Notes from workshops, conferences, and convention you have attended.

Copies of any reports sent to Council, State PTA or Naﬁona] PTA.
Correspondence from your Council, Maryland PTA an& National PTA
School/PTA/Council newsletters. |

Any other resource material you have found to be helpful.

Remember to pass your procedure book on to yOur successor.







The Mission and Purpose of PTA

English

Spanish

PTA Vision
Every child’s potential is a reality.

La Vision de la PTA _
El potencial de cada nifio es una realidad,

PTA Mission

To make every child’s potential a reality by
engaging and empowering families' and
communities to advocate for all children.

La Mision de la PTA

Hacer una realidad el potencial de cada nifip
al comprometer y apoderar las familias y
comunidades para que intercedan por todos los
nifios.

PTA Values

Collaboration: We will work in partnership

with a wide amay of individuals and
organizations to broaden and enhance our
ability to serve and advocate for all children
and familjes. '

Commitment: We are dedicated to children’s
educational success, health, and well-being
through strong family and community
engagement, while remaining accountable to
the principles upon which our association was
founded. o

Diversity: We acknowledge the potential of
everyone without regard, including but not
Limited to: age, culture, economic status,
educational background, ethnicity, gender,
geographic location, legal status, marital status,
mental ability, national origin, organizational
position, parental status, physical ability,
political philosophy, race, religion, sexual
orientation, and work experience.

Respect: We value the individual contributions
of members, employees, volunteers, and
partners as we work collaboratively to achieve
our association’s goals.

Accountability: All members, employees,
volunteers, and partners have a shared
responsibility to align their efforts toward the
achievement of our association’s strategic
initiatives.

Los Valores de la PTA

Colaberacion: Trabajaremos en asociacién
con upa amplia variedad de individuos y
organizaciones para expandir y mejorar nuesira
habilidad de servir e interceder a favor dé todos
los nifios y las familias.

Compromiso: Estamos dedicados al éxito
educativo, la salud, y el bienestar de los nifios a
través de un fuerte compromiso de las familias
y las comunidades mientras nos mantenemos
responsables por cumplir con los principios
sobre los cuales fue fundada nuestra
asociaci6n. _ . '

Diversidad: Reconocemos el potencial de
cada individuo sin importar, incluyendo y sin
limitarnos a: edad, cultura, estatus econémico,
antecedentes educativos, etnicidad, género,
lugar geogrifico, estatus legal," estatus
matrimonial, habilidad mental, origen nacional,
posicién en la organizacién, estatus de
paternidad, habilidad fisica, filosofia politica,
raza, religioén, orientacién sexual, y experiencia
de trabajo.

Respeto: Valoramos las confribuciones
individuales de los socios, empleados,
voluntarios y asociados mientras trabajamos en
colaboracion para alcanzar las metas de nuestra
asociacién.

Responsabilidad de dar cuentas: Todos los
socios, empleados, voluntarios y asociados
tienen la responsabilidad compartida de alinear
sus esfuerzos hacia el logro de las iniciativas
esiratégicas de nuestra asociacion.

PTA Strategic Initiatives
1. We will build a comprehensive research

Iniciativas Estratégicas de la PTA
1. Nosoiros construiremos una plataforma de




development platform , :
2, We 'will implement a focused, research
based, public policy and advocacy plan

3. We will grow and steward our resources,

4. We will enhance the internal and exteinal
awareness of the association

3. We will enhance organizational efficiency
and effectiveness

6. We will recruit, train; and support effective
Ieaders

7.. We will diversify our membership, and
engage and serve communities

desarrollo de investigaciones exhaustivas.
Nosotros implementaremos un plan de
politica publica e intercesién de manera
enfocada y basado en investigaciones.

Nosotros aumentaremos y cuidaremos
. Tuestros recurses.
Nosotros mejoraremos Ja  conciencia

interna y externa de la asociacion.
Nosotros mejoraremos la eficiencia y la
efectividad organizativa.

Nosotros reclitaremos, capamtaremos y
apoyaremos lideres efectivos. '
Nosotros diversificaremos nuestra
membresia, y  comprometemos @y
serviremos las cornunidades.

The Purposes of the PTA

a. To promote the welfare of children and
youth in home, school, commumty, and
place of worship.

b. To raise the standards of home life,

c. To secure adequate laws for the care and
protection of children and youth.

d. To bring into closer relation the home and
the school, so that parents and teachers
may cooperate intelligently in the
education of children and youth.

€. To develop between educators and the
general public such united efforts as will
secure for all children and youth the
highest advantages in physical, mental,
social, and spiritual education.

Los propoésitos de la PTA

a.

Promover el bienestar de los mifios y
jovenes en el hogar, la escuela, la
comunidad y el lugar de culto.

Mejorar los estandares de la vida familiar:
Asegurar leyes adecuadas para el cuidado y
la proteccion de nifios y jovenes.

Establecer una relacion estrecha entre la |
escuela y el hogar; que los padres y los
maestros cooperen inteligentemente en la
edncacién de los nifios y jovenes.
Desarrollar entre los educadores y el
publico en general esfuerzos conjuntos que
aseguren las mejores ventajas fisicas,
mentales, sociales y espirituales en Ia-
educacion de todos los nifios y jovenes.




They:

Why Presidents Succeed

Make each member feel welcome. , :
Lead by example and allow others to participate in the association, -
Are inclusive, |
Open and honest with the board of directors and members.
Help each member understand the association and jtg purpose
Take the time to read al] information received.

Take time for adequate preparation (agenda).

Arrange activities in which al] members can participate,
Delegate the work.

Distribute material to appropriate officer or chairperson.
Always refer to the association ag “Your PTA.” .
Remember they are only the “CHAIR”, never the BOSS.
Never forget to praise. o

Remember to say “Thank you, you did a great job.”




Important Contact Information
N ational PTA

Information Center —(800) 307-4PTA (4782)

E-mail - info@pta.org -
Website — www.pta.org

Maryland PTA

5 Central Avenue | _
Glen Burnie, Maryland 21061 -

410-760-6221 or toll free (800) 707-7972

E-mail — office@mdpta.org .
Website - www.mdpta.org

President — president@mdpta.org

President-Elect — presidentelect@mdpta.org :
Vice President Leadership — vpleadership@mdpta.org
Vice President Legislation — vplegislation@mdpta.org
Vice President Councils — ypcouncils@mdpta.org
Secretary — secretary@mdpta.org '

Treasurer — treasurer(@mdpta.org

My Council information

~ President

Council phone number

Council e-mail

Unit ID#




‘Bylaws

Bylaws govemn your PTA association. They are the “rules” your PTA uses to conduct
business. PTA’s MUST BE INCORPORATED. '

They contain general mformation about:

* The relationship between National, state, council and loca] PTAs.

® Rules and regulations governing the local PTA (dues,_m_embership, etc..).

s How the officers are elected. i s _

* How the executive committee, board of directors, committee chairs, and council _
delegates are selected. ' . ' ' : C

® The duties of the officers (most important)

* Information on general membership meetings.

local should have a copy of their own bylaws.

Local PTAs should notify their membership that a committee is forming to tevise bylaws.
The committee needs to present their report of changes (or no changes) to the general
membership thirty (30) days prior to a vote. The old statement along with the revised

- statement needs to be published.

Once the bylaws are approved by the general membership the original and two copies
(one for council and one for state) are submitted to Maryland state office. ‘

It is advised that your keep a cbpy of your submitted bylaws until your approved ones are
received back from the State Bylaws Committee.




How Do Standing Rules Differ From Bylaws

Standing Rules

Bylaws

Standing rules relate to the details of
administration of the association. They are

adopted to supplement and interpret the bylaws’

Bylaws contain the basic rules of the
association. They supersede all other
rules except the corporate charter if there

is one.

A standing rule is adopted by a majority vote at
any business meeting without previous notice
and continues in force until it is rescinded or
amended. Generally, standing rules are
amended by a two-thirds vote without previous
notice or by a majority vote when prior notice
has been given.

Bylaws cannot be amended without
previous nofice to the members and the
vote of a specified large majority. PTA
bylaws must include certain articles and
sections verbatim language mandated by
the National and state PTA. These articles

and sections cannot be amended.

Standing rules genefél[y are not adopted at the
time a PTA is organized, but individually if and
when the need arise.

Bylaws must be adopted when a PTA is -
organized.

Local and council PTA sténding rules require
no approval from the state PTA, but they must
not conflict with the bylaws.

Local and council PTA bylaws must be
approved by the state PTA.

A standing rule can be suspended for the

Bylaws cannot be suspended.

duration of any session




Sample Format for Standing Rules of the
ABC PTA Inc.

Part I: Administration _

A. Board of Directors

Board members are expected to attend all regular and special meeting of
the Board of Directors, assigned committee meetings and general
membership meetings. Failure to attend - consecutive board meetings
without being excused is grounds for removal from the board. If unable to -
attend, notify the president. o

Board members who fail to attend .meetings, for which a financial
obligation has been made, without cancellation or reservation, will be
billed for the cost.

Any board member who attends workshops, convention, or conferences,
funded by the PTA, shall file a written report with the Board of Directors.
Board members are expected to help carry out the program at general
membership meetings, o

Procedure books shall be kept current and at the end of the term of office

each officer shall turn over books to incorning officers, and chairmen shall
turn over books to the president. '

B. Meetings

Regular meetings of the Board of Directors shall be held on .
Meetings shall begin at and adjourn no later than

General membership meetings shall be held on the . Meetings
shall begin at and adjourn no later than

All motions shall be presented in writing.

C. Finance

When authorized purchases are made for which the PTA is to be billed:

i. A disbursement request form shall be completed, signed and
forwarded to the treasurer with the bill within 10 days of receipt. of
the bill.

ii. If the purchase was paid by the member, the receipt and
disbursement form shall be sent to the treasurer within 30 days.
When monies are available, the board of directors shall determine the
method of selection of attendees to workshops, conferences, and
conventions. Expenses may be reimburse as follows:

o Travel - ($0.25 per mile)

o Meals — Maximum of ($30 per day, breakfast $7, Lunch $9, Dinner
$14) receipts are required.

o Hotel — Rate for one-half of a double room at the hotel for the

.PTA function '

o Parking tolls — Paid, receipts required.




~A. Duties

PartII. Standing Committees

a. Develop a plan of work to present to the board of directors for approval.
b. Provide articles for the newsletter.
¢. Maintains a procedure book.

‘B. Plan of Work

a. The Plan of Work shall contain the following elements:

1
1i.
ii.
v.
v.
Vi.

Compmittee name _ :
Chairman’s name and telephone number
Names of committee members '
Goals of the year :

Activities

Anticipated expenses -

C. Standing Cbr_iimittees and Responsibilities -
a. Cultural Arts

L

Promote the National PTA Reflections program
Plan for student programs throughout the year

b. Legislation

i.

ii.
iil.

Study legislation at the local, state, and national levels that pertain
to children and youth and/or educational matters. |
Present the state and national legislative agenda to the membership
Draft testimony to reflect the position of the PTA

c. Membership

i.
ii.
iil,
iv.
V.

Share goals for the year with the school community

Establish dates for main drive and prepare materials for collecting
and recording dues. Eic...

Turn over the money collected immediately to the treasurer
Maintain list of names of all members

Distribute membership cards to all member

d. Hospitality

1,
ii.

Arrange for refreshments at all meetings
Arrange luncheon for teachers during Teacher Appreciation Week

e.. Program

1.

il.
ii.
iv.

Plan programs for parents for general membership meetings
Contact presenters and send confirmation note

Arrange for Audio-visual equipment, if needed

Send thank you notes



f. Newsletter
i. Publish the newsletter
1. Arrange for distribution to al members

g Ways and Means

1.
il
iii,
iv.
V.

Plan fundraising activities according to the approved budget
Review contracts and forward to the president for signature
Gather information and establish a file on potential fundraisers
Review fundraisers to assure al] legal/ethical requirements are met
Turn funds over to treasurer each day of the activity

D. Special Committees/Ad Hoc Committees and Responsibilities

Other section that might be included

How elections are conducted —

who makes up the ballots, who counts ballots.

Awards — criteria for receiving, when given.







Meetings

Executive Committee Meetings — This body is composed of just the officers of the
PTA. Meetings of the Executive Committee shall be held as needed. The main duty of the

Executive Committee is to elect standing committee chairs. They also act in emergencies
between meetings of the board of directors. '

A quorum is necessary to conduct business. For this body a quorum is one more than half
of all filled positions.

Board of Directors Meetings — This is the body of PTA members who handles the
business for the PTA. They usually meet monthly at a time and date determined by the
board each year during the annual planning meeting. The members of this board are
determined by your bylaws, they usually are your elected officers, committee chairs and
Tepresentatives from the principal, teachers, and student in a PTSA. The board develops
the budget for approval by general membership, identifies goals for the PTA, plans

programs to meet the goals, attend training to learn/enhance leadership skills and to
improve their knowledge of PTA. : '

The president sets the agenda and presides over the meeting. While any PTA member is
allowed to attend this meeting only members of the board may participate in the business.

A quorum is again necessary to conduct business, For this body a quorum is one more
than half of all filed positions. '

General Membership Meeting-- These meetings are for the entire membership body.
This group only needs to meet a few times a year. The general membership is responsible
for approving the operating budget for the PTA, approve bylaw changes and electing the
officers of the PTA. Your bylaws will determine how many meetings you have and the
nuimber of members needed to be present to constitute a quoruimn.

The president sets the agenda and presides over the meeting. Since this is a PTA meeting
only members of the local PTA may participate in the business of the meeting. While
non-members may ask questions they are not allowed to bring forth motions or
participate in the decision making process. Remember to always have a membership table
set up for all general meetings so that anyone can join at that time.

Tryto incorporate a program in with the meetings to encourage participation. A quorum
must be established in order to conduct business. The bylaws contain information on your
quorum. :

For information on how to run a meeting and parliamentary procedure see the PTA
President's Quick Guide from National PTA.







Minutes
The secretary is the official keeper of the records of your PTA.

Minutes must contain records of al] activities taken by the group, including
the exact wording of every motion, include the name of the person making
the motion, if it was seconded and if it passed or failed. All motions must be
In writing, signed and dated by the maker. The name of the person making
the second does not need to be recorded. -

Minutes should be as brief as possible, no need to write what is said by
individual members. There is no such thing as he said/she sajd in the




Call to Order

" Roll Call
Present:

Excused

Absent

Minutes of the L Meeting

Date

The (name of the group, ie: Board of Directors)
Met on (day and date) at the (place of meeting)
(Presiding officer's name) called the meeting to
Order at (time) (Name) presented the nspiration
And (Name) read the PTA Purposes.

Officers :
List all officers names who are present

Committee Chairs
List all committee Chairmen with titles who are
Present

Other positions
List all others, such as principal, teacher representative
Student representative. :

Guest
List all guest

List all members, with their titles who have been excused
From the meeting,

List all members, with their titles who are absent

(Follow the order of your agenda. This is the usual order.)

Minutes

Treasurer's
Report

Report of
The President

(Your name), Secretary, presented the minutes of the
(name of previous meeting). The minutes were (accepted
As presented) or approved with the following corrections.
(list corrections such as : Under President's report, line 3,
"she reported” to "he reported".)

(Name of treasurer), Treasurer, presented the financial
Report (see attachment.) Total assets balance of § ( list
Amount). The financial report will be filed for audit.

(Name of your president), President, referred to her report



(see attachment). (You may highlight important
information if your choose to.)

Report of the

1st Vice President (Name of your officer), 1st Vice President, referred to his
- Report (see attachment). No action items at this time (or)

Motion (name of officer), moved that the anticipated donations be

Placed in leadership funds.
ADOPTED (OR) FAILED
(list each officer, chairman, or other, attach their report and report any action of the

association. Action items are listed as motions. You do not have to report all discussion
and he said-she said. You may state that discussion ensued.)

(Encourage all members reporting to your association to report in writing. This will
ensure that the minutes are correct. ) :

Unfinished :

Business - This is where you would list any unfinished business that
Was discussed and their action jtems.

New Business This is where you would list any new business brought
Before the association.

" Announcements List any announcements here including when the next

Meeting of the association is going to take place.

Adjournment The meeting adjourned at (time)

(Your name, Secretary

(Remember: Your minutes are your official records of business. They report all actions
that your association does. Your minutes should cover everything listed for your
meetings in your bylaws. Your bylaws state that there is a quorum required for your
meetings (Executive Committee, Board of Directors, General Membership) to conduct
business. List who was present, ad attach a sign-in sheet to the minutes. You list the
persons "excused” and "absent" to let your membership know.)




Motion Slip
Motion Number

I move

Dated Sigﬂed

Motion Slip

Motion Number

I move

Date Signed



Eight Steps to a Motion

Only members are legally qualified to
make motions, discuss and vote,

1. Obtain the floor, |

Member rises and addresses the chair.
"Madam/Mister President”

2, Assign the floor.
Member is recognizes by the chair, who
nods or announces member's name,

3. Make the motion.
"I move that ...."

4. The motion is seconded.
" Isecond the motion.” If there is no

second, the chair says, "Motion fails for
lack of a second."

3. Chair states the motion.
"It has been moved and seconded that...”

6. Debate and Discussion
" Is there any discussion"

7. Vote.
"All in favor say "aye", "All those
opposed say "nay"

8. Chair announces resuits.

"The "ayes" have it and the motion is
carried, and we will ..." or "The "nays"
have it and the motion fails.

Amendments

Before the vote is taken on a motion, it
may be amended by:

a. inserting or adding words

b. striking out words

c. striking out words and inserting others
in their place.

d. substituting one paragraph or another
notion for the original

Types of Motions

Privileged motions are urgent:
Fix the time at which to adjourn (S,M)
Adjourn (8,M)

~ Recess (5,M)

Raise a question of privilege
Call for the orders of the day

Subsidiary motions modify, delay or
dispose of another motion: -

Lay on the table (S,M)

Call for the previous question (S, 2/3)
Limit or extend limits of debate (8, 2/3)
Postpone {0 a certain time (8, M*)
Commit (refer to a committee) (S,M)
Amend (S, M)

Postpone indefinitely (S, M)

Main Motions Bring Business Before the
Assembly: ' ' '
Take from the table (S,M)
Reconsider (S, M)

Rescind or amend motion previously

-adopted (S, M)

Incidental Motions Arise Qut ofa
Question that is or has been pending:
Appeal (S,M)

Consider by paragraph or seriatim (S.M)
Call for division of the assembly

Call for division of a question (S, M)
Raise an objection to the consideration
of a question

Raise a parliamentary inquiry

Request a point of order

Suspend the rules (S, 2/3)

Restorative motions bring a question
again before the assembly:
Reconsider (S, M)
Take from the table (S, M)
Key
S = Requires a Second
M = Requires a Majority Vote
2/3= Requires 2/3 Vote




Tellers' Report

Number of votes cast

Ineligible votes cast :
(these are votes that may have more than one candldate marked of have a name not
placed in nomination on the ballot)

Necessary for election’
(a majority is required to e]ect Majonty is one half of the votes cast plus one)

List names and the number of votes that they received.

Tellers Signature

Tellers Signature

Tellers Signature

If no candidate received the majority vote than you will need to vote again l]lltll a
candidate receives the majority vote.



Nomination Procedure

Bylaws section pertaining to election is read by the secretary
Nominating committee'reports the slate of candidates

President restates slate of candidates .
President calls for nominations from the floor. One office at a time

President then asks, "Are there further nominations for any of these

offices?" Pause "hearing none, the chair declares the nominations closed."
After each office, -

nominee.

Election Process

® The president restates the list of nominees

° Ifthere is more than one nominee for an office, or if bylaws Tequire it, the vote
must be by ballot, ' o '

* Ballots are given to members only :

® Must have the updated membership list at not only the election meeting but
should have at all general membership meetings o

* Tellers, appointed by the president, distribute, collect, and count the ballots and
prepares a report listing number of voteg cast, number of votes received by each
candidate - _

® Each teller signs the report, which is read by the chair of the tellers and given to

~ the president _ R

® The president restates the election report and declares those elected
When there is but one candidate for an office, elections may be by voice vote,
unless prohibited by the bylaws -
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Records Retention Scheduled

Annual Audit Reports permanently
Articles of Incorporation : ~ permanently
Corporation Reports : permanently
Correspondence (legal) -~ permanently
Equipment owned by PTA - permanently
Insurance Records, Accident reports, Claims, Policies,
Certificates permanently
Journals permanently
Minute Books permanently
PTA Charter ' permanently _

- Tax-exempt status documents and all documents and correspondence dealing with
the IRS permanently

. Trademark Registrations *  permanently
Maryland Charitable Registration permanently

The following should be kept for 7 years
Accounts Payable Records
Cash Receipt Records - : A
Checks (checks for important payments such as taxcs special contracts etc.
should be filed with the papers pertammg to the transactions and kept
permanently)
Contracts & Leases (expired)
Disbursements Requests _
Inventories (product & materials)
Invoices
Purchase Orders
Sales Records

. Bank Statements

The following should be kept for 10 years

. Budpgets

Financial Statements
Grant Award Letters

The following should be kept for 3 years
Correspondences (general)

. Employee Records (this usually doesn’t apply to Locals)

Employment Applications (this usually doesn’t apply to Locals since we do not
have employees)

The following should be kept for 1 year
Bank Reconciliations
Correspondence with vendors
Duplicate Deposit Slips



Committees

Committees plan and promote the activates of the PTA unit. A committee consists of
three (3) or more people elected/appointed on the basis of qualifications for their
assignment. The purpose of each committee is subject to the control and direction of the
association. The PTA president does not have the authority to create either standing or

special committees or to appoint committee members unless given that power in the
bylaws. ' "

A Standing Committee performs a continuing function, usually named in the bylaws and
remains in existence permanently or for the life of the assembly that‘ created it . The
members serve a term specified in the bylaws. '

A Special Committee/Ad Hoc is appointed as the need arises. When it has carried out its

specified task and has given a final report to the assembly it is discharged, it
automatically ceases to exist. ' '

Committee Procedure and Guidelineg

»  Consult the bylaws for procedures on selecting committee chairs

» Every committee member must be notified of the time and place of each meeting.
If the chair neglects to call the meeting, any two members of the committee may
do 50. A majority of members must be present to conduct business.

¢ All committee chairs must submit a plan of work and have the approval of the
board of directors before any work can be done by the committee.

* Arecord of the proceedings may be kept by a member of the committee appointed
to do so. The chair may vote and be active in all proceedings of the committee.

 All question (motions) must be put to a vote unless agreed upon by unanimous
consent. _ .

e Committee reports are presented by the committee chairperson. A copy should be .

~ included in the procedure book, along with the plan of work. Also, copies should

be given to the secretary. , ’
Basic Committees
Budget and Finances | Health and Safety
Programs . Awards
Ways and Means _ : Nominating
Outreach . . : Legislative

Membership : Reﬂepﬁons_




Committee Plan of Work

For School Year

Name of Committee

Committee Chairperson

Activities

Vendor/Supplier (if applicable)

Date of Agreement/Contract -

Budget allotted

Goals

Objectives/Outline Steps, including time frame

Supplies Necessary

Plan Approved by:

Date

No money can be spent or work done until plan of work is approved by the board of
directors. Copy of approved plan of work returned to committee chair, original is filed
with the minutes of meeting.



Committee Written Report

Committee:

Committee Chair:

Date of report:

Date of meeting:

Committee Members:

: L e e ‘Finaneial
Exzpenses to date: Final O Yes [ No
g _
Income to date: | Fimal O Yes [0 No
g _

T -Report . -

Continue on back if necessary




Committee Year End Evaluation Form

School Year

Committee Name -

Committee Members

Date of this Report

Financial : Final Expenditures ____ Final Income

Did the activity implement at least one of the PTA Purposes?
Did the activity meet the needs of the parents, students or community?
Was it interesting and/or h:elpfnl to the members? How?

Did it involve the greatest possible number of members?

.Si.l'ggestions for next year. Ways to improve. What worked, what didn't Work? Sﬁggested
dates for program/event. : 1

Use additional sheets if necessary,

*Remember evaluate the event not the committee



Contracts

Before entering into a contract on behalf of the PTA, the following should
be considered:

® Has the executive committee or board of directors authorized the contract?
® Minutes must include motion to approve any contracts.

® The president may delegate someone to negotiate a contract

¢ Only the pi'esident has the authority to sign contr;lcts.

® Read all terms and conditions of the contract, including the fine print,
understood and agreeable to the PTA? -

¢ Does the PTA have the ability to comply with all the terms of the contract,
even if the event is not successful?

® One PTA board cannot obligate another board to a contract.

The contract should be in the name of the PTA: not the school, not the

principal, not the fund ralsmg chairman, etc. The contract is signed by the
president.

(The Name of the PTA) PTA
A Signature and Title of the Signer(s)
"By Direction of the Board of Directors”







Social Networking

® AsaPTA leader, you have a responsibility to the organization to uphold a
professional standard

® Use discretion when sharing personal information, emotions and beliefs

® Be cautious of the use of your name without a photo to identify yourself

Presentation and Perception

® How you conduct yourself reflects on PTA

*® Your manners, behavior and conversation reflect not only on you as a
person but also as a leader in PTA

® Remember that you represent the image, integrity and ideals of PTA as
does the documentation you prepare







- COMPLIANCE POINTS/

" IMPORTANT DATE
QUICK REFERENCE







Compliance

1.

Bylaws ‘ - _ :
All PTA/PTSA units in Maryland are required to submit its bylaws on the most current

-template every three years with or without changes. The General Membership must

vote to approve the bylaws even if no revisions are made. Minutes from the meeting
approving the bylaws should also be submitted. It will show who attended, the initial
motion and the member who second the motion. Remember to always follow Maryland
PTA guidelines for submitting bylaws. Failure to adhere to gwdellnes may resultin a
delay of bylaws belng approved.

Insurance

Please check the MDPTA website for the form which will list the amount. Insurance is
due by June 30", If not paid by June 30" an addltlona[ $25 is charged .

Local Contact Form ' : _

The form can be found on the MDPTA website. When an electlon occurs the form must
be completed and sentto MDPTA office. '

Financial Review ,

Bylaws require that all PTAs submit a copy of the financial review to MDPTA within 120
days of the close of the fiscal year or October 31", A financial review involves an
examination of financial transactions and the procedures used to conduct those
transactions. Its purpose is to assure the.membership and Board of Directors that the
funds of the PTA have been properly administered and that good financial practices
have been followed.

Maryland PTA Dues ‘ : _
Dues should be paid monthly to Maryland PTA. In order to be compliant with Maryland
PTA, your unit will need to have paid for at least 25 members by March 31%. If you do
not have 25 paid members by March 31%, your unit will not be able to participate in the
annual convention and the amount owed will roll over to the next year.

Form 980 N

This is an IRS form and requires no payment. The form is due by November 10" and
should be completed if your unit has collected less than SSD,OOO in the fiscal year.
Failure to file may result in revocation of mcorporatlon

Maryland Charitable Form

The “Exempt Organization Fund-Raising Notice” is used if your unit coliected less than
$25,000.in a fiscal year. The form is due December 30™.

Personal Property Tax

The form can be completec[ on hne andi is due April 15




Remind locals to copy the Council on all submissions ta MDPTA.



IMPORTANT DATES TO REMEMBER

Year:

Local Officer Contact Inforﬁ:ation '
The information should be sent to the local and state office as soon as possible after elections

Date sent to State/Local Qffice:

Financial Training
All Treasurers and one other Board Member must be trained within 120 days of taking office.-

Date of Training: ‘ Location:

Names of At_tendees:

Insurance A

Should be paid before July 1%, After July 1, there is a $25 per month penalty. -
Date of Payment :

990, 990N, 990 EZ

Must be filed with the IRS before November 15", See the Treasurer's Corner Sheet for which
form to file '

Type of Form Filed: . Date; __

Charitable Solicitations .
Annual Update of Registration for Charitable Organizations and the Certification Form should
be submitted before December 31. See the Treasurer's Corner sheet for filing requirements.

Date of Filing:

Personal Property Return
Due to the State of Maryland by April 15"

Financial Review (Audif)
Due by -October 31st

Date sent to state/local:
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Maryland PTA
Election tip sheet .

1) Review your local unit’s bylaws to determine the date for the election of officers,
2) Send out a notice to the membership with the slate of candidates at least 10 days
- prior to the general membership meeting that the elections will occur. ( See
Article VI: Officers and their elections section 3 ¢.)
3) Only those individuals who are current members of the PTA may be con31dered
for election for a p051t1011 on the PTA (Article VI section 3 d.) -
4) Individuals may join the PTA on the date of the electmn prior to the start of the
election portion of the meeting, .
5) Remember that our bylaws # Article IV: Relationship with Natlonal PTA and
- Maryland PTA section 8: The bylaws of this local PTA/PTSA shall prohibit vong
by proxy, mail (including electronic communications), or absentee.
6) Choose the members who will act as the Tellers for the elections. There should be -
~ at least 3 Tellers Who will count the ballots, if they are necessary, prior to the
elections.
7) Must have ﬂ.Ip chart/chalk board avallable to list all candldates

Procedure for presenting slate of candidates and nominations from the floor

1) Report of the nominating committee: The chair of the committee is called upon by
the president to present the slate of candidates to the membersmp Once this is
done, the work of this committee is complete.

2) The president (or chair of the meeting) re-reads the slate of candldates and opens
the floor for nominations for each office. . : '
3) There are.two ways to call for nominations:
a. Nominations from the floor are completed and nommatlons are closed for
each office before voting for any office.
b. Nominations for one office are completed and votes are cast for that office
and the resuit is announced before the chair calls for nommatlons for the .
next office. :
4) The decision on how to do the nommatlons and proceed W1th the votmg s up to
the unit but should be decided on prior to the meeting. .
5) The wording for opening nominations for either choice is:
a. “For the office of President, Mr. A, is nominated by the nominating
. committee. Are there any further nominations for the office of President
(if there is a person nominated from the floor, the chair repeats the name
“of the nominee) Mr. N is nominated. Are there any further nominations?”
6) When it appears that no one else wishes to make a nomination, the chair should
ask if there are any further nominations, and if there is no response, the chair
would then declare the nommatwn (for the office ) are closed and the Wordmg
would be: -
a. “Are there any further nominations for President (pause) If not (pause)
nominations are closed (Or, Without objections, nominations are closed)”
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8)
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1)
2)

3)_

4)

b. If you choose to hold elections after each office, you would move to the
vote for president at this time. If your unit decides to complete all
~ nominations, you would move to the next office of Vice President. The
wording remains the same msertmg the office that is being open for
nominations.
A member does not need to be present to be nominated from the floor. They must
however, have given in writing thelr consent to run for the ofﬁce they are
nominated for.
A member may be nominated for more than one posmon however if they receive
the majority vote for both positions, they must resign from one position.
A member may nominate themselves for a position.

Voting and Countil_lg Procedures
_Upbn completion of the nominations, you will proceed to the voting;

Prior to the elections, the candidates should be given the opportunity to address

~ the members. They are given a pre-determined amount of timie that should be

decided on prior to the meeting by the Board of Directors (usually no more than 5

minutes).

If only one person is nommated fora posmon1 a voice vote is all that is required.

If more than one person is nommated fora p051t10n, a ballot vote is used. Below
are some different ways that this can be conducted:
- a, 1f no member is running for more than one posmon one ballot can be used
for all positions.

b. All names are placed on the ballot and the member is mstructed to circle
(or mark) the candidate they are voting for.

c. Ifa person is running for more than one position, you should use separate
ballots for each position.

d. In the event that a member is running for more than one position and they
receive the majority vote in at least 2 of the positions, the person will have
to determine which office they will accept. _

i. For example: Mr. A and Mr. B are running for president and Mr. B
is also on the ballot for Vice President with Mr. C.
ii. IfMr, B receives the majority of votes cast for both positions, he
will have to determine which position he will accept. Ifhe accepts
~ the office of President and if no one else is on the ballot for Vice
President, then Mr. C would be elected to the office of Vice
President. However, if there is another person on the ballot for
Vice President, the elections would have to be done again with the
two remaining names. (in order to receive a majority vote).
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5) The ballots are collected by the Tellers. The tellers will move to a separate area in
the meeting room or another room to count the votes. The tellers will decide who
will be the chair and give the report to the chair of the meeting once the votes are
counted.

6) The Tellers report is as fo llow:

: Number of votes cast : _
Necessary for election (This must be a majority of the votes cast)
Mr. A received
Mr. B received

~Ilegal votes (These are ballots that do not have anyone
marked, more than one candidate marked, name written in that was not
nominated from the floor) The lﬂegal votes count towards the number of
votes cast. :
f.© The number of votes cast may not match the number of members present
as some may decide not to vote.
7) If no candidate receives a majority vote, the elections are held again until one
candidate receives a majority vote. If there are more than two people on the ballot
 the candidate with the lowest amount of votes is not removed from the ballot,
_ They may withdraw, but they are not dropped from the voting.

8) Majority is 1/2 plus 1.

9) The head teller presents the report to the president. The president declares the
winner of the elections.

10) The Tellers report is entered in full in the minutes, becoming a part of the official

records of the organization. :

11) Upon completion of an election, if there is no possibility that the assembly may
order a recount (which requires a majority vote), the ballots can be ordered to be
destroyed or to be filed for a certain length of time with the secretary (such as a
month) before bemg destroyed.

oo o

£

After Electlons

1) The chair would invite all the newly elected officers to the front to be sworn into
office. The choice of the induction is left up to each unit.
2) The newly elected officers should meet brleﬂy with the current officers to set up a
transition meeting which should occur prior to the start of their term as .
_determined by your bylaws.
3) At the transitional meeting, all material must be handed over to the new officers,
- except for the banking records and statements. 1t is the i'esponsibility of the
- outgoing board to arrange for an audit to be done of the books prior to the start
date of the new board.
4) The new officers who will have check 51gn1ng authority will need to make a date
to go to the bank and change the 31guatures on the bank cards with the previous
signers.
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OFFICIAL PTA BALLOT

For the Office of:

,
I

1
s

Please list all nominees. Check the box for
- the nominee(s) of your choice. Incomplete
ba[lots W|ll be destroyed. '

OFFICIAL PTA BALLOT

For the Office of:
/ | /
T
.
I

~ Please list all nominees. Check the box for
the nominee(s) of your choice. Incomplete
ballots will be destroyed.

~ OFFICIAL PTA BALLOT

For the Office of:

)

I

I
e

Please list all nominees. Check the box for
the nominee(s) of your choice. Incomplete
ballots will be destroyed. : :

OFFICIAL PTA BALLOT

For the Office of:
A

]

.,

L

Please list all nominees: Check the box for
the nominee(s) of your choice. Incomplete
ballots will be destroyed.







NOMINATING COMMITTEE GUIDELINES

‘VI.VIDPTA — adapted from PTA Parhamentary Procedures Workbook
Definition T

“A nommatlon isa proposal that aperson serve as a member of a committee, delegate or
- - an office.” '
Robert s Rules of Order Newlv Remsed

Commlttee Wnrk :

_ Mt is the responsibility of the nommatmg committee to recognize and seek quallﬁed nominees for the
elected leadership of the PTA. The members of the committee, therefore, have iremendous influence on the

future of the PTA and should themselves be carefully elected. The nominating committee members need a broad

acquaintance with the membership and an understanding of the organizations functions and its purpose,

. The bylaws should state how and when the nominating committee is elected. The president may not be
an ex-officio member., Following the meetmg at which the nominating comm1ttee is elected, the committee
members elect a chairman,

. When meeting, the commmee should have & copy of the by]aws and a mambershlp list. Discussion of
nominees is confidential and voting is by ballot. Qualifications of each suggested nominee should be carefully
considered and the membership list checked to confirm eligibility, Members of the committee may be nominees
without resigning from the committee. (If committee members are themselves considered, they should excuse
themselves while their nomination is discussed and recuse themselves from a vole on the nominee for lhat
* position,)

The committee chairman usually contacts the nominees to tell them the duties of the office and to obtam
their consent to serve if elected. Be sure the nomineg understands the dunes of the ofﬁce dnd agrees to execute
assignments if elected. :

Commlttee Reporting -

As described in the bylaws; at the regular meeting of the organization, the chairman of the commiittee
reads the report which consists of a written list of candidates for office ‘(the slate), and hands it to the chzur The
report should be signed by all members of the committee agreemg with it, _

.7 Thereport and election of officers is a special arder since the month in which it is held'is d]rooted by the .
bylaws. Itis pIaced after committee reports and before unfi mshcd busmess

Conductmg Elections
_ The election of officers is held accordmg 1o the bylaws The presmlent calls upon the' parhamentnnan o
read the sections of the by-laws pertaining to nominations and elections. When the parliamentarian is finished,
the president calls upon the chair of the nominating committee to present its report.. The president restates the
slate and asks each one to stand. The premdent, even if he is bemg nominated for ofﬁce, then conducts the
elec‘uon of officers.
The president presents each nominee individually for office and calls for nominations from the floor, If
_ 0o additional nominations are made, election may be by voice vote, if the bylaws allow. If addltlonal nominations
are¢ made, elections mustbe by ballot.

Contested Election :

" The secretary should have ballot shps available even if the nommatmg commmee presents only one
name per office. H additional nominations are made from the floor, the president appoints a teller committee,
consisting of a chairman and at least two additional tellers, whose duties are to distribute ballot slips, collect,
count and provide a written report on them. The report, signed by the tellers, must include number of votes cast,
number required to elect, the amount received by each candidate and any illegal votes. The pre51dent announces
the results for each office. '

Itis permissible to use both vote and voice election by ballot in one election. The voice vote procedure

can be used for uncontested offices and a ballot for thosc that have two or more uommoes

Illegal Ballots
All votes, including 1llcga1 ballots must be reported.. Iilegal ballots ara:
*  Two ballots folded together
- * A ballet containing the names of too many candidates
*. Anunintelligible ballot (spelling). If the meaning is doubtful, and the ballot would not affect the resulis
- ofthe election, it shouid be ignored. If the ballot would affect the outcome, it should be shown to the
chair who would ask the assembly for a ruling,
All illegal ballots are taken into account to determine the number required for a majority of ballots cast._




10.
11.

12,

13

14

15,

16.

17

18,

DUTIES OF A NOMINAT]NG COMMITTEE

. Members of the nommatmg commlttee meet as soon as p0551b1e to elect a chmrman

The ¢hairman notifies each :members of the meetmg'

. The ﬁrst meetmg should be held early enough to have a second and a tlnrd 1f necessary

: Consult the bylaws for the number of ofﬁcers to be elected.

Ifa member 18 approached before the commlttee meets be sure he understands he i is

only giving perrmssron for his name to be subn:utted asa suggested nominee.
. All dlscussmn in the comrmttee i§ conﬁdentrel | |
. Present one rl_omiriee fo'r each ot’ﬁce_ to be filled.
,Examine carefu]ly the qualiﬁcations of each suggested nominee. '

. Check membershlp hst to be sure suggested nommee isa member .

Members of the comrmttee may be nominees wuhout resigning from the committee.
Vote by ballot 1f the conmuttee camlot agree on a nominee.

Get consent of member before placmg the name m uommatton

.,'Outlme dutles of office When contactmg members as nommees

‘Give the member_time to consider before making his decision. . -

All members agreeing with the report should sign it.

The committee’s work is completed and itis automatrcally d1scharged when its report
has been presented to the mernbersh1p

If a nominee WlthdIaWS before the electlou 18 held, the comrnlttee meets and presents
the name of auother candidate. -

At the regular association meetmg, the chairman of the commlttee reads the report and
hands it to the presiding officer. -

Parliamentary Procedure/Handout



O’S AND DON’TS FOR NOMINATING COMMITTEES

Do

DON’T

-DO

- study carefully the qualifications of members before
) 'presentmg the name as a nominee.

_ subn:ut a member s name as a. nommee because he sa
friend of yours |

check the membershlp list to be sure nominee is a member

o -of the organmatlon

"DON’T

DO

DON'T

DO

DON’T

‘DO

DON’T

DO

DON ,__T _

nominate a person with the thought that it’ sa good way to
get him mto membersh1p -

-remember that comJ:mttee DISCUSSION 18 left in the
) _meetmg room

repeat what was said in the committee meeting.

-see that the report of the Nominating Committee is -

publicized through the proper channels.

report the results of the Nominating Committee until it has

_been pub11c1zed through the proper channels.

| 31gn the committee report if you agree Wlth it.

sign the rep01t of the committee if you DO N_OT agree with

~ accept the ofﬁce if you are smcerely interested in the

purpose of the or ganization.

| -aocept the ofﬁee if you are only mtelested n havmg your
 name in the yearbook .

Parliamentary Procedure/Handout




CONDUCTING ELECTIONS:
WHAT TO SAY AND HOW TO SAY IT

(After the parliamentarian has read the portion of the bylaws pertaining to elections, the
president calls upon the chairman of the nominating committee to present the report of the
committee. The president then restates the Slate of nominees and asks each on to stand.)

President: has been nominated for president. Are there
any further nominations for president? (After a reasonable pause)
If not, nominations for the office of president are closed.
' has been nominated for vice-president. Are there any
further nominations for the office of vice-president?

Member: (Rising) Madame President, I'nominate | for vice-
. president.

President: has been nominated. Are there any further nominations
for vice-president? (pause) If not, nominations are closed.
has been nominated for the office of secretary. Are there further
nominations? (pause) If not, nominations for the office of

secretary are closed. has been nominated for the
office of treasurer. Are there further nominations for the ofﬁce of
treasurer?

Member: Madame President, I nominate for treasurer.

President: ' has been nominated. Are there further nominations

for treasurer? (pause) If not, nominations are closed.

After nominations have been closed, many presiding officers re-read the entire
list of nominees, asking the candidates to stand as their names are read. This is
usually followed by an announcement concerning arrangements and rules for the
commg election.

Nominations for an office may be reopened by a motion to reopen nommatlons
and a 2/3 vote.

President:  The bylaws state that where there is but one nominee for an office,
the ballot may be dispensed with and the election held by voice.
Is there any objection to this procedure? Hearing none, the
following are presented for electlon 1s nominated for
~ president. Those in favor say ‘aye.’ Those opposed, say ‘no.’
The ‘ayes’ have it and _ is elected president.



is nominated for secretary. Those is favor say ‘ayef
- Those opposed say ‘no.” The ‘ayes’ have it and is elected
secretary. '

Two or more Candidates for Office

AN

The chair announces the procedure for election

A teller committee is appointed by the chair.

Ballots are cast by qualified members.

The tellers collect the votes and retire to a pnvate room to count
votes.

The chairman of the teller’s committee returns with a written
report, signed by all of the tellers, which he reads and then hands
to the presiding officer. The teller’s report should mclude:
Number of votes cast '

Number needed to elect

List of candidates in order of number of votes recewed

Number of votes received after each name

Number of illegal ballots

This procedurs is repeated for each contested office. The president re-

reads the report and announces the results for each office.

President:

‘Note:

(after reading the number of votes received by each candidate for
president): _ having received a majority of the votes castis
elected president. : :

If no candidate receives a majority of the votes cast for the office, there
is no election and it will be necessary to reballot for the office. The
complete teller’s report must be recorded in the minutés

Elections may also be held after nominations for each office have_'been
closed. This allows members who aren’t elected to one office to be
nominated for others.

Nominations for an office may be reopened by a motion to reopen
nominations and a 2/3 vote.

~ PTA Bylaws do not allow proxy votes or electronic votes

PTA membership is open at all times. People may join the PTA in order
to vote.

FParligmentary Procedure/Handout




SAMPLE TELLERS’S REPORT

FOR PRESIDENT:
Number of votes caé't | 118
N_ecessa'ry.tc.) éleét 60
Marcy Bocdopf_received o 74
Lacy Curtin received ‘_ . 40

2 ballots folded together — rejected =

2 ballots for Clem Ent_ine —ineligible

Signed: -
| Wanda Dance
Shirley Weil
Mike Graphone
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CANDY BAR INSTALLATION

It is my pleasure tonight to install the officers of the | __PTA. Would the
newly elected officers please come forward? : o -

You, the new officers, come to carry on the high standards E.lIld. energetic wdrk of your
predecessors. You have consented to serve as leaders of the PTA unit. In accepting your ..

responsibility, you have endorsed and signified your belief in and support of the PTA Purpose
which is: , o S o :

» TO PROMOTE THE WELFARE OF CHILDREN AND YOUTH IN HOME,
SCHOOL, COMMUNITY, AND PLACE OF WORSHIP. | SR

» TORAISE THE STANDARDS OF HOME LIFE.,

> TO SECURE ADEQUATE LAWS FOR THE CARE AND PROTECTION OF
CHILDREN AND YOUTH '

» TO BRING INTO CLOSER RELATION THE HOME AND THE SCHOOL,
THAT PARENTS AND TEACHERS MAY COOPERATE INTELLIGENTLY
IN THE EDUCATION OF CHILDREN AND YOUTH.

» TO DEVELOF BETWEEN EDUCATORS AND THE GENERAL PUBLIC
SUCH UNITED EFFORTS AS WILL SECURE FOR ALL CHILDREN AND
YOUTH THE HIGHEST ADVANTAGES IN PHY SICAL, MENTAL, SOCIAL
AND SPIRITUAL EDUCATION.

You are consenting to work faithfully for the attainment of the Purpose. You must each feel your

own responsibility to work to improve the quality of life of children and youth. Will each of you
try to do your best during the coming year in office?

PARLIAMENTARIAN, your color is blue. Blue stands for truth and
organization, Parliamentary procedure is nothing to SNICKER about. Tt is your responsibility to
be familiar with Robert’s Rules of Order so that you may advise this association on
parliamentary procedures so that your meetings will run smoothly.

TREASURER, your color is green. Green represents growth and money.
Here is 2 “§100 GRAND” to get you started as you collect the money and pay the bills. No
expenditures are to be made without the direction of the executive committee or membership. A
written report must be given, at each meeting,

SECRETARY, your colors are blue and white. Blue is for truth and
white is for purity and clarity. You must never use the word “WHACHAMACALLIT”. Your
minutes become the history of the association so always listen carefully and record the activities
and transactions of this association accurately. Your presence is required at all meetings.




VICE-PRESIDENTS, ___your color is yellow. Yellow -
stands for warmth and steadfastness. As an aide to the President, you will be called on in a
“CRUNCH?”. Be prepared to introduce programs and preside when the President is absent.

PRESIDENT As the President, you are the leader. Your color is purple. Purple is symbolic of
nobility and leadership. It is your duty to preside over all meetings of this association. Although
you don’t have “PAY DAYS” the rewards you will receive, as President will bring you much
satisfaction and “ALMOND JOY™. '

MEMBERSHIP It is my pleasure to introduce to you the newly elected and installed officers of
the PTA/PTSA. These officers are ready and willing to serve you and will
expect many “Hugs” in return. o

CONGRATULATIONS AND GOOD LUCK!

Kathy Stephens and Linda Poehlmann
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FAMILY ENGAGEMENT

Maryland PTA founding principle is its dedication to engaging parents in their children’s
education and well-being. Since its existence, MDPTA has provided training and resources on
child and family development to thousands of parents, families and community leaders and
advocated for the inclusion of families in education policy at every level.

The Every Student Succeeds Act (ESSA} was signed into law Dec. 10, 2015 to reauthorize the
Elementary and Secondary Education Act (ESEA)—the primary law governing the federal role in
K-12 public education. While this new law provides a great opportunity for states to tailor their
education systems to the needs of their students, including students with special needs and
English language learners. This new level of authority will also require an increased amount of
responsibility for states to ensure they close achievement gaps and meet the needs of all
students. '

+ Ensure there is proper funding for programs supporting Family Engagement.

¢ Guarantee public funds are not diverted to any private school choice proposal and/or
voucher system

» Ensure school districts and schools invest more in family engagement activities to
support students, families and schools

e Make sure family engagement strategies are included throughout all aspects of a child’s
educational continuum, from early childhood programs through postsecondary
exploration and career opportunities

* Make sure students and schools are evaluated on more than just test scores. Any
evaluation system must inclyde factors such as teacher qualifications, class size, school
safety, drop-out rates and how family engagement standards and policies are
established and incorporated throughout the school

¢ Create a well-rounded education for all students including access to STEM education,
arts education and comprehensive health and physical education

e Ensure students receive high-quality instruction from well-prepared teachers

INDIVIDUALS WITH DISABILITIES EDUCATION ACT (IDEA)

Under IDEA, the main federal program authorizing state and local aid for special education
services. The federal government requires states to provide a free and appropriate public
education (FAPE) to children with special needs in the least restrictive environment. MDPTA
and National PTA has worked at all levels of government to protect the rights of children with
special needs and their parents to ensure that all students have access to resources and the
supports they need to become college and career ready.







e Ensure students with special needs receive quality instruction and support from
teachers, school counselors and other specialized school support personnel who have
completed the state licensure or certification process

» Engage parents and families in the development of their child’s individualized education
program ({IEP) and 504 plan

* Require schools to implement positive behavioral interventions and supports (PBIS) as
an alternative to exclusionary school discipline practices such as in and out-of-school
suspensions

CHILD HEALTH AND SAFTEY

There is no greater shared responsibility than keeping youth safe and healthy. Whether it is
providing students with healthy meals in schools or protecting all students from discrimination,
bullying and harassment, MDPTA continues to be committed to ensuring all children grow up in
a safe and welcoming learning environment.

» Support and invest in federal programs that provide for every child’s health and
wellness, including comprehensive mental, social and emational health.

e Improve access to, and provide funding for, qualified school-based health and wellness
practitioners such as nurses, school psychologists, counselors and social workers.

s Strengthen and improve school nutrition standards, guidelines and programs as well as
provide resources to update the equipment needed to serve healthy schaol meals.

* Promote school policies that address, prevent and eliminate all types of bullying
behavior directed at any student both inside and outside of school.

FEDERAL INVESTIMENT IN EDUCATION

Earning a high school diploma and obtaining post-secondary degrees or certificates are strongly
aligned to individual success and our nation’s economic growth. Across the country there are
great disparities between available resources as well as the quality of and access to educational
opportunities, which can limit students from achieving their full academic potential. The
differences in education attainment and opportunities negatively affect our children’s futures,
so PTA advocates for strong investments in quality education and family engagement programs
that prepare students for the 21st century workforce.

¢ Fund the Statewide Family Engagement Centers (SFECs} program to help all schools
engage more families in their child’s education

* Ensure programs that support low-income students and students with special needs
receive substantial funding







e Invest in programs that provide all students with a well-rounded education that includes
access to arts, technology, vocational and advanced education opportunities, among
others

* Enhance funding for Parent Training and Information (PTIs) Centers to teach families
how to support and advocate for their children with different abilities

EARLY LEARING AND CHILDOOD EDUCATION

Parents are their child’s first teachers. This is why it is important to empower all families with
the best tools and practices to effectively engage in their child’s education and development at
the earliest ages, both at home and at school. Early learning is associated with positive
outcomes such as increased graduation rates, higher education attainment and lower
incarceration rates. For many years, MDPTA has recognized the need to educate our State’s
earliest learners and continue to advocate to improve affordability, accessibility, coordination
and family engagement in high-quality early education programs.

e Provide federal assistance for families with inadequate income to make early education
programs affordable, available and accessible to all families

* Require family engagement policies in the development, implementation and evaluation
of all early childhood programs, including home visiting programs

s Establish professional standards and provide ongoing training and professional
development for early learning and childcare providers

e Enhance coordination between early childhood education programs and elementary
schools to improve the transition for children entering kindergarten

SAFE SCHOOLS AND COMMUNITIES

No parent should fear for the safety of their child every time they leave home. But all too often,
children are put in harm’s way due to gun and other forms of violence in their community.
Parents, teachers, school administrators and other education advocates must work together to
prevent violence in schools and the community through the creation of connected communities
and positive school climates that keep students safe, healthy and in school. Family engagement
plays a key role in gun safety and violence prevention, which is why PTAs nationwide are
engaged in the development and implementation of school safety policies and emergency
response plans to maintain a safe learning environment for all students.

* Provide incentives for school districts to ensure there are necessary and qualified
personnel to respond to the mental, physical, behavioral, developmental and academic
needs of all students '







e Support state and federal funding for research on the causes and effects of gun violence
on youth and communities

* Promote education initiatives that raise public awareness of firearm safety and gun
violence prevention strategies

¢ Require a waiting period and comprehensive background check prior to buying a firearm

* Ban access to military-style semi-automatic assauit weapons

PROTECTING OUR CHILDREN IN THE 215" CENTURY

Advances in technology and increased access to the internet have allowed more opportunities
for personalized learning and for families to be regularly engaged in meaningful communication
with teachers and school personnel about their child’s learning. MDPTA and National PTA
encourages innovative learning environments nationwide that allow students and educators to
utilize technology to effectively assess learning, guide instruction and support educational
outcomes. However, it is also important for school and local district policies to be updated to
protect the privacy of student data and ensure families and students have reasonable control
over the collection, storage and use of electronic student data.

* Ensure families are informed about the use of technology in schools and know their
rights under the law to protect their child’s personal and educational information

* Modernize laws to better protect students’ educational records and the collection of
information gathered online

* Promote policies that increase access to digital devices and broadband to facilitate
personalized learning

¢ Provide teachers and school officials with the training they need on how to use student
data for educational purposes while ensuring that student data is protected

COLLEGE AND CARRER READINESS

Most jobs today require additional education and/or training after high school such as career
and technical certification, a degree of completion from an institution of higher education or an
apprenticeship. However, many students and their families face challenges accessing these
types of postsecondary opportunities because of a lack of rigorous coursework, financial
circumstances or limited knowiedge of the options available to them. Therefore, MDPTA
supports high academic standards, appropriately aligned assessments and counseling and
guidance support in schools to ensure all students are ready for college, career and/or military
service that enables them to compete in the global economy.







Maintain, strengthen and successfully implement college and career ready standards
with aligned curriculum and assessments for all students, from early learning through
high school

Encourage continued resources and programs that increase the high school graduation
rate and the number of students seeking postsecondary opportunities

Promote opportunities for students and families to explore various postsecondary and
career opportunities through dual and concurrent enroliment, advanced coursework
and career and technical education

Support policies to improve college affordability, simplify the application pracess for all
forms of financial aid and expand access to in-state tuition
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ltem

. Format

Completion .

Bylaws Requirements

Has bylaws approved every 3
years

Date of last approval

Submits the name and contact
information including phone
number, address and e-mail
address of all elected officers to
Maryland PTA

Mails list to Maryland PTA office 2
weeks after elections.

Submits the Council Yearly
Calendar fo the- Nlaryland PTA
offlce.

Mails to Maryland PTA within 2
weeks of setting the calendar

Has a Federal Employee
Identification Number (FEIN} on file
with Maryland PTA

Ver]fy FEIN w1th Maryland PTA
offi ice.

Maintains its status as a
corporation, has as required by
Md. Law at a minimum a president,
secretary and treasurer.

'{ Submits a copy of the Pérsonal

Property Return within 30 days of
f Ilng

Files the appropriate tax forms by
the required dates with the IRS

|| and submits a copy to Maryland,
PTA.

Submits a- copy W|th|n 30 days of
filing.

Submits a copy of its annual
financial report reviewed by an
“auditing committee.

Submit within 90 days followmg end
of fiscal year.

Administration

Provide Maryland PTA with current
list of council board of directors
including names, addresses,
phone numbers and e-mail
addresses.

Mail Maryland PTA the list of names
within 2 weeks of
election/appointment.

Fiscal Management

Provide Maryland PTA with name
and address of council's current
banking lnstltute

Mail information to Maryland PTA
by September 1.

Provide Maryland PTA with current
number of bank accounts and -
types held by the council.

Mail'information to Maryland PTA

by September 1.

Provide Nlaryland PTA with names
of signature holders on all councll
accounis

Mail information to Maryland PTA
by September 1.




Provide Maryland PTA with copy
of councils approved budget,

Mail copy to Maryland PTA within
30 days of approval, include the
minutes for verification.

Reporting

Submits reports when needed for
board of directors meetings.

Submits reports 15 days prior to
board of directors meetings

-Submit any updated contact
information.

~Send as needed.

Organizational Effectiveness

Provide Maryland PTA with a list of
all council training dates.

Send to Maryland PTA list of dates
by Sept. 1. Send to Maryland PTA
within 30 days of the completion of
the training, include names of
presenters, and copies of aII
handouts.

Provide Maryland PTA with a list of
all means of communication the
council uses to keep local units
informed.

Send list to Maryland PTA by
September 1.

Provide in writing to Maryland PTA
how your council will utilize the
SoCA report.,

Submit written plan of work to .

Maryland PTA by October 1.

Provide Maryland PTA with alist of
council activities to include a clear
description of the services offered
to local units and an explanation of
how council dues are spent.

Submit list and description to
MDPTA within 30 days of budget
approval.
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. State Office
5 Central Avenue

A ® ' B ' Glen Burnie, MD 21061
' N , - : ~ Phone: (410) 760-6221 or (800) 707-7972
Y | | | Fax: (410) 760-6344

_ : E-mail: office@mdpta.org
everychlld omevoice. s . : |  ‘Website: www.mdpta.org

- Maryland

MARYLAND PTA COUNCIL AWARD APPLICATION
Jily 1, 2016 — June 1, 2017

PTA Councils are encouraged to apply for one of tlie three (3) Maryland PTA Council Awards, to be presented at the
Annual Convention. This completed application and all required documentation must be sent io the Maryland PTA office

_and postmarked by Jime 12, 2017, to be considered. The Council must meet the eligibility requirements as outlined in the
Awards Policy and must have met rhe Standards af Aﬂihanan as ozrtlmed on the Cazmcu’ Aﬂilmﬁon Worksheet by
December 31, 2016.

~ Council of Merit — Complete 9 of 30 items

Council of Distinction — Complete 18 of 30 items

Council of Excellence — Complete 23 of 31 items.

All documentation must be provided to qualify for all awards.

1. Procedure books council bylaws, materials and resolirces are passed along to incoming officers and committee
chairs, if applicable. Provide date of transition meeting

2. Council held roundtable discussions and/or meetings with school system superintendent/CEO (or
. representative). Provide documentation of meeting, including date, time, and agenda of meeting,

_____3.PTA Purposes read and/or displayed at all meetings.
4. Provide list of committees and name of chairs. _ _
5. Provide copy of Plan of Work adopted by the executive committee/board, from at least two (2) committees.

6. Council treasurer provided written report for each executive committee/board meeting and general membershlp
meeting. Provide copy from at least one (1) meeting,

_ 1. Council president and/or designee attended board of education meetings. List dates.
8. Council provided leadership training for local PTAs. Provide date (s) of training and name (s) of presenters.
9. Visits to local PTAs made by council officers and/or committee chairs. Provide list of PTAs visited.
__10. At least two (2) council board of director’s members attended Maryland PTA Convention in 2016 Provide
then' names and positions
__ 11.The council presented a Lifetime Achievement Award during the fiscal year, Specify Nafional or Local and
provide name of recipient.
__12.The council hosted a Founders’ Day or other special event celebrating FTA. Provide copy of invitation,
flyer or notice of event. ' ' '

13. Council had a representative on a State Cornmlttee Provide name of representative and Commlttee




14. As of March 3 1st, Council’s local membership numibers are equal to or greater than prevxous year
(Membership means individual members) . :

- 15. The Council tiad 50% or more of its local units in compliance by December 31* accordmg to the MDPTA
SOCA report. S

16.The council provided a forum for discussion on school system issues. Provide date of presentation, place of

- meeting, presenter(s) of meeting.

17. Council provided venue for legislative iepics to be discussed. Provide deécription of the venue.

‘18. Council uses a means of communication with local PTAs in 1ts area. This could be through newsletter, email

listing and discussion sites, web page, etc. Provide copy of means of communication.

19. Provide written report andfor plan of work from two (2} council committees (not prevmusly provided in tlus '

application.}. _
2 Council commumcated PTA pubhcatlons TESOUTCES and matenals at councll meetmgs on webmtes or soclal

media.

21. Council presented special program. Provide topic, date, and presenter. (Nutrition, Obesity etc.)

22. Council formed special task forces and/or special committees for a specific issne or issues. Provide task force
and or special committee title, and brief description of task.

23. Council provided information, interviews, and letters to editor, and/or similar information to local media.
Provide circumstances for using media and results of thls media exposure.

24, Council invited Maryland PTA officers and/or comnnttee chair to presentatlcms events, and spemal occasions.
Provide date of event and copy of flyer or invitation.

25. As of March 3 1" the Council’s local membershlp increased by 5% or more over the previous year.

26 The Council had 80% or more of its local units in comphance by March 31" according to the MDPTA SOCA.
report.

___27.Council in conjunction with Maryland PTA attended the estabhshment and/or reestabllshment of the local unit,
Provide the name of the unit. ' ‘ ,

_28‘ Council in conjunction with Maryland PTA provided assistanc.e o a local unit. Provide the name of the imit and

the service provided.

29, Council submitted an article for posting on the Maryland PTA website. Provide a copy'of the article.

. 30. Council Board Members have participated in State or National training during the fiscal year. ( THIS

TASK IS WORTH 5 POINTS )

__ 3. Council participated in two (2) quarterly * Council Calls” with VP for Councils. ( THIS TASK IS WORTH 5
POINTS)



