
Revised March 2015 
APPROVED BY: PTO EXECUTIVE COMMITTEE 

PTO By-Laws 
SEVASTOPOL SCHOOL DISTRICT 

 

  



Page 1 of 8 

Sevastopol PTO By-Laws 

 

Contents 
 

ARTICLE I - NAME .................................................................................................................................... 2 

ARTICLE II - GOALS ................................................................................................................................. 2 

ARTICLE III - POLICIES ........................................................................................................................... 2 

ARTICLE IV - MEMBERSHIP .................................................................................................................. 3 

ARTICLE V– MEETINGS .......................................................................................................................... 3 

ARTICLE VI - EXECUTIVE COMMITTEE .............................................................................................. 4 

ARTICLE VII - OFFICERS AND THEIR ELECTION ............................................................................ 4 

ARTICLE VIII - DUTIES OF OFFICERS ................................................................................................ 5 

ARTICLE IX – PTO CODE OF ETHICS ................................................................................................. 5 

ARTICLE X – SUBCOMMITTEES ........................................................................................................... 7 

ARTICLE XI - PARLIMENTARY PROCEDURE .................................................................................... 7 

ARTICLE XII – AMENDMENTS ............................................................................................................... 7 

APPENDIX  A: CODE OF ETHICS AFFIRMATION FORM ................................................................ 8 

 

 

 

  



Page 2 of 8 

ARTICLE I - NAME 

 

The name of this organization will be the Sevastopol PTO, the Parent Teacher 
Organization. 

ARTICLE II - GOALS 

 

The mission of the Sevastopol PTO is to encourage the cooperation and collaboration 
between parents and teachers in order to advance the educational mission of Sevastopol 
School and promote the well-being of its students. In support of this mission, the PTO is 
guided by three goals:  
 

Goal 1: Promote closer connections between school, home, and community by fostering 
parent and community involvement in support and social functions. 
 
Goal 2: Enhance the educational experience for students by supporting and supplementing 
the needs of teachers to promote academic and enrichment activities. 

Goal 3: Promote and increase parent volunteerism, involvement, and knowledge of 
Sevastopol School. 

ARTICLE III - POLICIES 

 

1.  This organization shall be non-commercial, non-partisan, and will not discriminate on the 
basis of race, sex, or creed. 

2.  This organization may cooperate with other organizations and agencies active in student 
education and well-being. 

3. When working directly with businesses for purposes related to PTO’s goal, the PTO will 
give preference to those businesses that (a) are local, (b) support Sevastopol School, (c) 
model the PTO Code of Ethics, (d) have a strong, positive reputation in the community, and 
(e) reduce financial obligations of PTO directly by providing online order and payment 
options.  

4.  The PTO will grant or deny funding requests from its members on an individual 
basis.  Funding requests must be submitted at least three weeks prior to the PTO 
regular meeting to their immediate supervisor for pre-approval.  The funding request 
will then be submitted at least two weeks prior to the PTO regular scheduled 
meeting, with signed approve from immediate supervisor.  A representative for the 
funding request must be present at the PTO meeting to explain the request and 

answer questions.  Funding requests will be evaluated based on their educational value and 
beneficial impact for the students, school, and community of Sevastopol.  Preference will be 
given to funding requests to the extent that they meet the guidelines below.  
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A. Requests for school associated, non-educational field trips and events for students 
who are financially unable to contribute in part or full. 

 
B. Requests that cannot reasonably be included in the instructional budget. 

 
C. Requests benefiting a greater number of students will be given preference to those 

benefiting fewer students. 
 

D. Requests that support an organized charitable drive sponsored by Sevastopol 
School.  

 
E. Requests for admission fees associated with educational field trips. (As a general 

rule, the PTO covers two adult admissions fees per class.) 
 

F. Requests that do not require children to sell merchandise or goods either door-to-
door or at non-PTO sponsored events and that do not require children to transport 
monies to or from school. 

 

G.  Funding request will not exceed the maximum of $800.00.   

H.  Funding request that involve technology must be pre-approve by the          
immediate supervisor and the technology integrator.  

I.    All funding requests need to be submitted for reimbursement prior to May 31st  
of each school year, otherwise the approval will have expired. 

 
Exceptions: 
Special circumstances will always be considered.  
The PTO reserves the right to designate funds for Sevastopol School referendums and 
long-term purchases, retaining those funds in the PTO account until needed.   
 

ARTICLE IV - MEMBERSHIP 

 
All parents/guardians of students, faculty, and administrators of the Sevastopol School 
are considered members of the Sevastopol PTO. PTO governance consists of an 
Executive Committee and provisional sub-committees approved by the Executive 
Committee to address short-term needs and interests.  

 

ARTICLE V– MEETINGS 

 
The Executive Committee will schedule five or more Committee meetings annually. 
Meetings may be scheduled, rescheduled, or cancelled at the Committee’s discretion. 
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Meetings of the Sevastopol PTO will be scheduled as needed to support the PTO’s 
mission and goals. 

ARTICLE VI - EXECUTIVE COMMITTEE 

 
1. At all times, the Executive Committee will consist of the officers of the organization, 

the faculty representatives for POD 1 and POD 2, Middle School and High School 
staff, and a maximum of six parent representatives. Faculty representatives are 
determined by the group they represent.  Should there be no interested party, the 
respective principal will appoint a faculty representative(s).  
 

2. Positions on the Executive Committee are filled either by faculty appointment or, in 
the case of parent representatives, by the majority vote of Executive Committee 
members. Any member of the Sevastopol PTO may nominate persons to serve as 
parent representatives on the Executive Committee.  

3. All Executive Committee members are elected to a two year term.  The elected term 
begins with the next meeting after spring elections.  Should a faculty representative 
position become vacant mid-term, the respective principal of the group that s/he 
represents will appoint a replacement to serve the remainder of the term. Should a 
parent representative position become vacant mid-term, the Executive Committee 
retains the right to either select a replacement from interested members of the PTO 
or to seek PTO nominations and hold a vote.  
 

4. Executive Committee participation requires attendance at 75% of the PTO meetings.  
If a member is unable to attend three out of four meetings, their commitment to the 
committee will be evaluated by the Executive Committee.  Such a member may be 
replaced at the Executive Committee’s discretion and based on majority vote. 
 

5. Only Executive Committee members will vote on proposals presented at the 
Executive Committee meetings.  A quorum of at least one-half of the Executive 
Committee must be present to hold a vote. 
 

6. Executive Committee duties include transacting necessary business in the interval 
between organization meetings along with other inquiries or business referred to it by 
members of the Community or Sevastopol School.  
 

7. Special meetings of the Executive Committee may be called by the President, or by 
a majority of the members of the Executive Committee when the President is remiss 
of the duties of the office.  
 

8. Any Executive Committee member who does not abide by the Code of Ethics may 
be removed from the Executive Committee at any time by a majority vote of the 
Executive Committee. 

 

ARTICLE VII - OFFICERS AND THEIR ELECTION 

 
1. Four officers preside on the Executive Committee: President, Vice-President, 

Secretary, and Treasurer.  These officers are elected bi-annually and serve a two 
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year term. Elections are held on alternate years, where the President and Secretary 
are elected one year and the Treasurer and Vice-President the alternate year.  
Newly elected officers assume their duties at the conclusion of the school year (May-
June). 

 
2. Officer nominations are made from the floor during the April Executive Committee 

meeting. Previous experience on the Executive Committee is required to serve as an 
Executive Committee officer. Nominees should be present to consent; however, they 
cannot be present during the voting process. In the event that a nominee is unable to 
be present, s/he may provide written consent prior to the April meeting.  

 
3. Members of the Executive Committee elect officers by secret ballot during the 

meeting. When voting on the office of President, the current Vice President will 
abstain from voting in the event that there is a tie. If a tie occurs, the Vice President 
will cast his/her vote. When voting on the office of Vice President, the current 
President will abstain from voting in the event that there is a tie. If a tie occurs, the 
President will cast his/her vote. 

 
4. If an officer position is vacated before the position’s term is complete, the Executive 

Committee retains the right to invite and appoint (by majority vote) from the 
membership a replacement, who will fill the seat and perform the duties and tasks of 
the office for the remainder of the term. 

 
5. An individual cannot hold more than one elected position on the Executive 

Committee concurrently.  However, s/he may serve as a member of the Executive 
Committee and a subcommittee concurrently, including service in a chair position. 

ARTICLE VIII - DUTIES OF OFFICERS 

 
1. The President will preside at all meetings of the organization, perform all duties 

pertaining to that office, and have the authority to issue any order of payments for 
expenses. 
 

2. The Vice-president will act as an aide to the President and perform the duties of the 
President in the absence of that officer. 
 

3. The Secretary will provide an agenda and keep a record of all the meetings of the 
Executive Committee, as well as sub-committees at the request of the Executive 
Committee. The secretary will submit minutes of Executive Committee meetings to 
the Executive Committee. Minutes must be submitted within two weeks from the date 
the meeting was held. 
  

4. The Treasurer will receive all monies of the organization, will keep a record of all 
receipts and expenditures, will serve as a liaison between the Executive Committee 
and any person(s) requesting funds, will pay out local funds as authorized, and will 
prepare a monthly financial update to be reported at Executive Committee meetings. 

ARTICLE IX – PTO CODE OF ETHICS 
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The Sevastopol PTO recognizes that any long-term success of a board depends on the 
competence and integrity of its members and the community, which they represent. As 
part of our school’s history to maintain a standard of excellence, the PTO requires each 
member of the Executive Committee to carefully read, understand, and comply with its 
Code of Ethics. This code of represents minimum standards of behavior and 
performance. The code cannot cover every conceivable type of situation an Executive 
Committee member may encounter; however, it is intended to guide member behavior 
while serving on the Executive Committee or a sub-committee.   
 
The PTO Code of Ethics is divided into operating principles for the Officers and expected 
leadership behaviors of the Executive Committee members. Together the principles and 
behaviors help foster an effective and productive PTO for our school. They have been 
placed below. Should a member be unable to fulfill his/her responsibilities as defined in 
these By-Laws and Code of Ethics, s/he will be asked to resign and their position 
reassigned.  
 
A copy of the Code of Ethics will be provided to Executive Committee and sub-
committee members upon nomination to the committee. Each potential committee 
member will be required to sign an Affirmation form if elected. Signed forms will be 
retained by the Secretary. A sample Affirmation Form is provided in Appendix A.  
 

Operating Principles 

1. Parent/Teacher (customer) Orientation 
Fosters a culture that incorporates parents, teachers, school administration and other 
board members interests as a key value; and anticipates their needs focusing on 
what they care about. Listens and responds to the school community 

 Promotes positive relationships 

 Informs school community of future plans 

 Incorporates feedback from all sources into strategies to achieve long-term 
benefit to school 
 

2. Continuous Improvement 
Maintains a vision and commitment to learning. Staying abreast of advancements 
and changes. Keeping an open mind to new and different ways of thinking to 
maintain improvements. 

 Learns from others’ ideas 

 Seeks honest feedback from others 
 

3. Respect for People 
Always upholds and demonstrates high standards of personal ethics and 
professional conduct; treats all individuals with dignity and respect despite 
differences. 

 Engenders the respect of others through language and action 

 Honest and truthful 

 Places a premium on being fair with everyone 

 Accepts responsibility for mistakes 

 Encourages the spirit of on-going cooperation in one another 
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Leadership Behaviors  

1. Team Leadership 
Ability to encourage teamwork, cooperation and collaboration within the PTO 
Executive Committee and school community working towards goal achievement. 

 Conflict management 

 Acknowledges, celebrates, and rewards team progress, milestones and 
successes 

 Establishes responsibilities, roles, expectations, accountabilities and boundaries 

 Adapts style to meet the needs of the situation 

 Respects the time of others 

 Conveys enthusiasm 
 

2. Communication 
Ability to provide timely and concise information to others to help them do their jobs 
better. Communication effectiveness both oral and written. 

 Presents ideas and information in a way that others can easily understand 

 Encourages others to express contrary viewpoints 

 Keeps people up-to-date with information 

 Demonstrates active listening; clarifying, confirmation, summarizing 

 Obtains from Executive Committee officers and school principal approval of all 
correspondence to teachers prior to distribution 
 

3. Problem Solving 
Demonstrated ability to develop innovative and appropriate alternative courses of 
action. Solutions are based on logical assumptions and factual information with 
consideration to resources, constraints and goals. 

 Identifies and obtains information needed to understand and solve problems 

 Analyzes alternative solutions before making decisions 

 Collaborates with others when making decisions 

 Takes responsibility for decision making 

 Seeks others to obtain alternate ideas and information 
 

ARTICLE X – SUBCOMMITTEES 

 
Subcommittees will be formed by the Executive Committee as needed.  All 
subcommittee expenditures must be approved by the Executive Committee prior to any 
funds being spent or pledged. 

ARTICLE XI - PARLIMENTARY PROCEDURE 

 
The rules contained in Robert’s Rules of Order shall guide this organization in all cases 
in which they are applicable. 

ARTICLE XII – AMENDMENTS 
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These By-Laws may be amended at an Executive Committee by a majority vote of the 
Executive Committee; notice of the proposed amendment will be given at the previous 
meeting. 
 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX  A: 

CODE OF ETHICS AFFIRMATION FORM 

 
 
I have received a copy of the Code of Ethics. I have read and understand the provisions 
of the code. I hereby acknowledge that I will perform the duties in which I have been 
assigned within the parameters of the By-Laws, Operating Principles, and Leadership 
Behaviors.  
 
I also acknowledge that I will not use my position, influence, and knowledge of 
confidential school or PTO Executive Committee information for personal gain or 
personal agendas.  
 
 
 
____________________________________ 
Printed Name 
 
 
____________________________________ 
Signature 
 
 
____________________________________ 
Date 
 
 
 
 
____________________________________ 
Signature, PTO President 
 
 
____________________________________ 
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Date Received 
 


