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Each board member is 
responsible for ensuring that a 
PTA stays healthy and remains 
in good standing.  If the answer 
is ‘yes’ to the items on the 
checklist, your PTA will continue 
to thrive!







Running an Event
Event Planning

• Outline Plans
• Consider budget
• Prepare Event 

Plan Worksheet
• Approved by  

Board prior to 
the event

• Revised plans 
approved by the 
board

TUSD 
Requirements

• Use of facilities
• Sign/banner 

permit
• Food truck 

procedure
• Wellness Policy
• Volunteers –

Raptor 
approved

• Flyer approval

PTA Insurance

• Check Insurance 
Guide (CAPTA) 
Red/Green Light

• Do not sign hold 
harmless 
without 
consulting 
insurance

• Participant 
waiver form

• Incident Report 
(if needed)

Vendors/ 

Service Providers

• Check vendor 
requirements

• Workers Comp 
Insurance

• Comprehensive 
General 
Liability/ 
certificate of 
insurance

• Hold harmless 
agreement

Contracts

• Authorization 
from Board 
required before 
negotiating

• Approval by 
Association 
required before 
signing

• Signed by 
president and 
another elected 
officer

• Limited to 
current year

TUSD/TCPTA 
Forms

• Media Release 
Form

• Student 
Participation 
Permission form

• TUSD 
exceptions to 
insurance 
guidelines

• Fiduciary 
agreement 



Other Legal Aspects
Fiduciary 

Agreement

• Donation checks 
written to TUSD

• Specify terms of 
agreement

• PTAs may pay for 
school staff via 
donation to 
TUSD earmarked 
for identified 
school staff

Raffles

• Complete raffle 
registry required

• Submitted by 
September 1st or 
60 days before 
your raffle

• Raffle Report 
must be 
completed for all 
raffles 
conducted 

Alcohol & PTA 
Events

• Approval & 
permission must 
be given by Supt. 
Or designee on 
campus

• PTAs may not 
sell alcohol

• Donated alcohol 
may be used as 
auction items

• Serving alcohol 
at PTA events is 
strongly 
discouraged. 

Advertising

• Do not advertise 
or endorse any 
product or 
service

• Donors can be 
thanked

• TUSD Wellness 
policy limits 
publicizing food-
related 
fundraisers at 
school sites 

Contributions

• Donations MAY 
qualify as 
charitable 
donations for tax 
purposes, but be 
careful NOT to 
say that they 
definitely are 







What do Parliamentarian’s do?
Advise President on 

Parliamentary 
Procedure

• Know the bylaws
• Understand 

parliamentary 
procedure

• Familiarize yourself 
with PTA policies and 
procedures

• Provide advice on the 
above as requested

Assist President to 
Manage Meetings

• Help president 
maintain order at 
meetings

• Keep track of speakers
• Encourage 

participants to focus 
discussion on topic

• Remind of time limits
• Help set ground rules 

for meetings

Chair Bylaws Committee

• Provide bylaws to board 
members

• Review bylaws annually
• Chair the bylaws 

committee
• Recommend changes to 

bylaws & standing rules
• Submit bylaws updates 

through channels for 
approval

• Update bylaws at least 
every 5 years

Arrange 1st Meeting of 
Nominating 
Committee

• Assist as needed in 
the election of the 
nom. committee

• Call 1st meeting of 
the committee; call  
alternates as 
necessary

• Give instructions to 
the committee & 
provide guidance 

• Ensure that slate is 
posted 28 days prior 
to annual election



A quick word on Parliamentary Procedure

Purpose is to promote:
• Order
• Equal Opportunity
• Justice
• Right of MINORITY to 

be HEARD
• Right of MAJORITY to 

DECIDE

Eight Steps to a Motion

Obtain the Floor

Chair Recognizes

Make Motion:                        “I move…”

Motion Seconded                  “Is there a second?”

Chair Restates Motion         “It’s been moved and seconded to…”

Asks for Discussion               “Is there any discussion?”

Motion can be amended

Chair Calls for a Vote            “All those in favor say aye.  Any opposed?”

Chair Announces Result        Motion carried/approved or denied



Bylaws & Procedures
What’s New?
• Quorum is not affected by Standing Committee chairs, unless you 

have 10 or more
• Elections must be before mid-April
• If Executive Board and Association meetings are on the same day, the 

Executive Board must meet AFTER the association

Bylaws

• Governing rules of your 
organization

• Must be followed
• Use ebylaws on CAPTA.org 

to create updated form
• Must be updated through 

channels 

Standing Rules

• Provides procedures and 
details of the work

• Determined by your unit but 
cannot conflict with bylaws 
or toolkit

• Can be updated by vote of 
board and Association

CAPTA Toolkit

• Procedures and guidelines 
not found in the bylaws

• Must be followed
• CAPTA.org

• Roberts Rules of Order



Nominating Committee

Ti
m

el
in

e • Elected by 
Association at 
least 2 months 
prior to 
annual 
election 
meeting (date 
in bylaws)

Ch
oo

si
ng

 M
em

be
rs • Number of 

members & 
alternates in 
bylaws (Article V)

• Principal is advisor 
(unless elected as a 
member)

• Parliamentarian 
can serve if elected

• Nominations taken 
from the floor

Q
ua

lif
ic

at
io

ns
 o

f N
om

in
ee

s: • Must be PTA 
member

• Cannot serve 2 
consecutive 
years

• Should be 
knowledgeable 
about PTA & 
qualified 
potential officers 

Pr
es

id
en

t R
ol

e • President does 
not serve on 
nominating 
committee 

• President 
conducts 
election under 
New Business at 
Association 
Meeting on 
Agenda



Straw Ballot

Gives Members a voice 
in choosing nominees

Can help identify 
people who want to 

serve
Confidential

Distribute to your 
members before 

Nominating Committee 
meets

Parliamentarian collects 
straw ballots and 

provides results to the 
nominating committee

Use is Optional

Link for google form:  https://docs.google.com/forms/d/1ZH6yO-
XreaSESesN5NGVGN2C55t7P8Gg5WQukqaX5Yc/edit?usp=sharing



Instructions to the Nominating Committee

Qualified candidates:
Member of the Association 

for 30 days before 
nomination

Must have skills to do the 
job

Supports the 
mission/purpose of the PTA

Will commit adequate time 
and effort to the duties

Will be a team player
Appreciates the value of 

training
Must agree to serve

• Set date
• Call alternate if member cannot make 1st meeting

Arrange 1st Meeting

• Purpose is to choose best candidates for each office - Confidentiality
• Job descriptions
• Term limits:  elected for 1 year, can serve up to 2 years in one office
• Give list of current officers & those termed out
• One nominee per office.  One person per office (NO co-officers)
• Appointed officers are NOT on the slate
• Consider Balancing the Board
• Vote to choose nominees
• Continue working until the Election meeting to fill vacancies

Give Instructions

• Chair leads discussions, schedules follow up meetings
• Ensure slate is created and posted 28 days before election 
• Prepares report and has committee sign

Elect Chair 



Terry 
Ragins

TCPTA President

president@torrancecouncilofptas.org

310-408-4482

Diane 
Wang

Parliamentarian

parliamentarian@torrancecouncilofptas.org

310-292-4727

Still have Questions???
We value your time and 

your feeback.  Please take a 
moment to fill out our 

evaluation so we can serve 
you better.  Thanks!


