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Presenter Notes
Presentation Notes
Welcome to the Parliamentarians & Presidents WorkshopDiane Wang, council parliamentarian (for this year) – next year, Michelle VanLerberghe will be your parliamentarianI know some of you brand new to this job, and some of you very seasoned vets!   Today we are going to talk about how to run your PTA This workshop will cover bylaws, parliamentary procedure, nominating committees and elections. Learn the essentials of how to run meetings and elections, how presidents and parliamentarians work together, and what is in the bylaws and how to revise them



Bylaws
Bylaws are the legally 
binding document of 

your PTA as a California 
nonprofit corporation

Presenter Notes
Presentation Notes
I usually start this workshop with a little intro about who we are as PTA, but today, I’m going to start with the Bylaws.(I know we’re all groaning lol)Bylaws is probably the most underrated document in PTABut did you know that your bylaws are the legally binding document of your PTA as a nonprofit corporation.We are bound to follow this document, so as presidents and parliamentarians, this is a document that you should be familiar with--It basically tells us how we should functionMost everything I am going to tell you today in some way comes from your bylaws.Do you have a copy of your bylaws?Have you read them?Every officer should have a copy



What’s 
in the 
bylaws?

I      Name
II     Purposes
III    Basic Policies & Principles
IV    Membership & Dues
V     Officers & Elections
VI    Duties of Officers & Chairs
VII   Association Meetings
VIII  Executive Board
IX    Council Membership
X     Charter Procedure
XI    Relationship with National PTA & CAPTA
XII   Articles of Organization
XIII  Identifications Numbers & Fiscal Year
XIV  Parliamentary Authority
XV   Amendments

Signature Page
Standing Rules

Presenter Notes
Presentation Notes
If you open your bylaws, you will see this in the Table of Contents.To many of us, the bylaws feels like a bunch of legalese, and doesn’t seem very relevant to helping kids!But I’m going to break it down and talk about what all this means for us.This is overview – PurposesBasic Policies & PrincipalsMembership & DuesHow much?When are they dueOfficers & ElectionsWhat officers we elect/how manyHow election is runWhen annual election meeting isDuties of Officers & ChairsMain thing is that they need to attend meetings & follow the ruleshow to remove an officerWho are check signers – moved to this sectionAssociation Meetings, Executive BoardNotices needed for meetings and special meetingsQuorum – minimum number needed to conduct business You cannot vote to approve anything without quorumWhether you can use teleconferencingWho are the members of each body – Association, Exec Board, CouncilWhat they are responsible for/DutiesAppoint audit review committee, and monthly bank statement & reconciliations reviewerCouncil Membership – representationCharter Procedure & Relationship with National PTA & CAPTAObligations to CAPTA & National PTARequirements for good standingObligated to follow CAPTA Toolkit policiesIdentifying informationParliamentary AuthorityRoberts Rules of OrderAmendmentsBylaws updates, * infoStanding Rules:Vice presidents listCheck signers (moved to body of bylaws – can no longer be changed without doing an update)Meeting dates for Association &  BoardStanding committees



Who we are:  
PTA Structure
(Article I)

National PTA

California State PTA (CAPTA)

33rd District PTA

Torrance Council of PTAs

Local PTA UNIT (School PTA)

Presenter Notes
Presentation Notes
Let’s start at the beginning On the cover  NameYour CAPTA ID, National PTA IDNote:  Also in your bylaws, Article XIII, are all important information about your PTA (tax ids, charitable id, corporation id)The first article basically lets us know how that the PTA is structured in tiers:National PTA is the overarching volunteer educational organizationState PTAs are branches of National PTAprovide training and support to those in the stateDistrict PTA is a geographical division of CAPTAestablished to carry out its programs and provide training and support for units and councils.Council PTAs are for collaboration, leadership training and coordination of efforts of the members unitsUnit PTAs – that’s YOU – purpose is to plan programs and activities to meet local community needs



According 
to our 
bylaws, we 
are 
basically 
governed 
by four sets 
of rules

Bylaws

• CAPTA
• 33rd District
• Torrance Council of PTAs
• Unit

Standing Rules

• Article XI

CAPTA.org  -  Toolkit

• Article XIV

Robert’s Rules of Order

Presenter Notes
Presentation Notes
According to our bylaws, we are governed by:Our bylaws, which may NOT conflict with State or National PTA      Which includes standing rules (which I will talk about more later)In addition, we are obligated to follow any guidance given onCAPTA website and Toolkit Our bylaws used to include the responsibilities of officers, etc.,  But that info is now all in the CAPTA toolkitThe information there is quite extensive(they are starting a new leaders website now that’s underway)Robert’s Rules of Order – we follow for parliamentary procedure and rules for conduct  but they do not supersede any rules on CAPTAyou can purchase the book (short form or long form) or there is also a website that has abbreviated information.  (Lots of legaleze here!)we’ll talk more about this laterDon’t hesitate to ask me – I’m here to help and answer any questions you may haveIf I don’t have the answer, I will get one for you
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To promote the welfare of children and youth in 
home, school, places of worship, and throughout the 
community

To raise the standards of home life

To advocate for laws that further the education, 
physical and mental health, welfare, and safety of 
children and youth

To promote the collaboration and engagement of 
families and educators in the education of children 
and youth

To engage the public in united efforts to secure the 
physical, mental, emotional, spiritual, and social well-
being of all children and youth

To advocate for fiscal responsibility regarding public 
tax dollars in public education funding.

Our 
Mission 
Is to 
positively 
impact the 
lives of all 
children 
and 
families.

Presenter Notes
Presentation Notes
Article II:  PurposesIn the next couple of articles, we find Who we are and Why do we do what we do  We’re all here because of our kids, right?But not just for kids in our school, for all children and families.The mission and purposes of PTA are spelled out in our bylawsIt’s easy to get caught up in the way we always do things.As PTA leaders, we need to be mindful of what our purpose and goals are, and to think of how our programs fit in with this



Who we are:
Charter of CAPTA & National PTA

Non-profit 501c3

Membership organization

Policies:
• Noncommercial
• Nonsectarian
• Nonpartisan
• Committed to Inclusiveness & Equity

Presenter Notes
Presentation Notes
Article III:  Basic Policies and PrinciplesArticle X:  Charter ProcedureArticle XI:  Relationship w/National & State PTAWe are a 501c3 non-profit organization, founded for charitable and educational purpose for the benefit of the communityThere are many rules put into place to maintain our non-profit statusWe must follow the rules of National PTA, CAPTA and the IRS, so we don’t jeopardize our non-profit status We are a membership organization, so we are governed by our membersWe are committed inclusiveness and equity



What does this mean for us?

All our 
ACTIONS are 
CONSISTENT 

with our 
MISSION and 

PURPOSE

Our FOCUS   
is on 

PROGRAMS.  
Fundraising 

supports 
our 

programs
(3 to 1 
rule)

Committed 
to   

inclusiveness 
& equity

No part of 
our income 

is 
distributed 

to our 
members 
or officers 
– NO GIFTS 

or Gift 
Cards

We do not 
endorse 

any 
businesses, 
religion or 
political 

candidates

Governed   
by our 

members.  
Association 
approves 
all our 
actions

Presenter Notes
Presentation Notes
Our mission is to make a difference for children and families as part of PTAWe are a charter of CAPTA and National, and we must follow all of their rulesOne of the main guiding factors is that we are a non-profit organization.That status is based on our focus on education and benefit to the community.To maintain that non-profit status,Our actions must be consistent with the mission of PTAOur focus should be on programs, with fundraising supporting this, which is why we have the 3 to 1 rule (3 programs for every 1 fundraiser)If you don’t need the money for programs, don’t fundraiseWe are committed to inclusiveness and equityPrograms should be for all or the most students possible Does not mean that every program must include every student, but we strive to be inclusive and equitableOur income cannot be distributed to membersYou may have heard “No gift cards” or “personal gifts”We are a charitable organization, and our funds are not to benefit any individual or officersThis is why CAPTA is so strict about personal gifts – it could jeopardize our non-profit statusAny funds given to individuals, such as scholarships for education, must further our purposesWe are also noncommercial, nonsectarian and nonpartisanWe do not endorse businesses, religion, or political candidatesPTA or its officers may not endorse political candidates (you can as an individual, but PTA must not be tied to it)We are governed by our members – they are paying stakeholdersMembers pay dues – which are specified in your bylaws  (Article IV)Portions of this go to each tier of PTA and must be passed on to Council (TOTEM does it automatically)If not using TOTEM, as president, it is your job to make sure it gets remittedYou cannot change your dues without updating your bylaws (more on this later) let’s talk more about what it means to be governed by our members



PTA Roles and Organization 
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• DECIDES WHAT WE DO:
• Approve Programs & 

Activities
• Approve Fundraisers & 

Contracts
• 3 to 1 Rule

• Adopts Bylaws
• HOW MONEY IS SPENT

• Adopt Budget
• Releases funds
• Approves/Ratify 

Expenditures
• Adopt Financial Review

• CHOOSE REPRESENTATION
• Elect Officers
• Elect Nominating Committee
• Elect Convention Delegates
• Councill Delegates

Ex
ec

ut
iv

e 
Bo

ar
d • CARRY OUT BUSINESS 

DIRECTED BY 
ASSOCIATION
• Develop plans for 

programs/events
• Create committees
• Review/approve 

committee 
recommendations

• PROTECT ASSETS & 
REPORT TO ASSOCIATION
• Recommend actions
• Financial review & 

transparency
• Pay Bills

Pr
es

id
en

t • OFFICIAL 
REPRESENTATIVE OF 
ASSOCIATION
• Preside at meetings
• Sign contracts, checks, 

payment authorizations
• Review/approve 

communications
• Meet with site 

administrator
• COORDINATE & OVERSEE 

THE WORK
• Appoint chairs and 

committees
• Ex-officio member
• Ensure compliance with 

requirements

Presenter Notes
Presentation Notes
I often like to ask Who runs the PTA?  Who do you think is in charge?We usually think of the President being in charge over the Board, and the Board over the Association.But as I mentioned, we are governed by our members.Because we are a non-profit MEMBERSHIP organization, it is the members’ job and privilege to decide what we do to fulfill the purpose of PTA.  The Association is essentially the BOSS and provides the guiding focus.It is the job of the Executive Board to carry out the business the members wantPresident’s job is to be the official representative and make sure stuff gets done!NEXT SLIDEWhat does this mean for us??



DECIDE WHAT WE DO 
• Approve PROGRAMS and ACTIVITIES
• Approve FUNDRAISERS

• 3 to 1 Rule
• Approve any CONTRACTS to be signed
• Adopts bylaws

DECIDE HOW TO SPEND MONEY
• Adopt BUDGET
• Release Funds
• Approve/Ratify Expenditures
• Adopt Financial Review (formerly Audit)

 CHOOSE REPRESENTATION
• Elect OFFICERS
• Elect NOMINATING COMMITTEE
• Elect Convention Delegates
• Elect or appoint Council Delegates
• Ratify Financial Review Committee and 

Bank Reconciliation Reviewer

The 
Association
(Article VII)

is responsible to:

Presenter Notes
Presentation Notes
Because the association decides what we do  --  they must approve all programs, fundraisers and contracts BEFORE you do them (Article VII)Also the bylaws, which are our governing rules, which I will touch on more later.We are a NON-profit, so we do not make money.  Our funds are for our programs.Programs are first, and fundraisers fund them3 to 1 rule – 3 programs to every 1 fundraiserIf you don’t need the money, don’t raise itThis is why we do not carryover large amounts of money at the end of the year, because that would be considered profit.The association decides how we spend our money:Adopt the budget – monies cannot be spent if the association has not approved itBudgets should be reviewed and revised as needed, and association approves any changes.Release the funds:  Funds must be released when needed, even if a budget is adopted.Approve/Ratify all expenditures – this is a way that the association gives approval for spendingAdopt the Financial Review (audit)The association chooses who they want to represent them:Elect officersElect the nominating committee who chooses candidatesElect Convention delegates and elect/appoint council delegatesRatify financial review committee and bank reconciliation reviewer



 CARRY OUT BUSINESS DIRECTED BY 
ASSOCIATION
o Develop plans for programs/events

o Create committees

o Review/approve committee 
recommendations

o Fill vacancies on the board

 PROTECT ASSETS & REPORT TO 
ASSOCIATION
o Recommend actions

o Financial review & transparency

o Pay Bills

o Keep permanent records

o File appropriate documentation

Executive 
Board
(Article VIII)

is responsible to:

Presenter Notes
Presentation Notes
The Board carries out the business directed by the association – you are the ones who get the work done!Create committees and review and approve any proposed event plans (which can be changed if appropriate)Review and recommend actions to the association It is each officer’s responsibility to protect the assets of the association – We authorize payment of bills and ensure that financial records are in order�We want to maintain financial transparency so that members have assurance we are handling funds properlyAnd provide reports to the association, often through the president to keep them abreast of what we are doing on their behalfAppoint Financial Review committee (ratified by association)Appoint Bank statement and Reconciliation reviewer (ratified by association)



OFFICIAL REPRESENTATIVE OF 
ASSOCIATION
o Preside at meetings, develop agenda

o Sign contracts, checks, payment 
authorizations

o Review/approve communications

o Meet with site administrator

COORDINATE & OVERSEE THE 
WORK
o Appoint chairs and committees

o Ex-officio member

o Ensure compliance with requirements

o Give reports to association

The President

is responsible to:

Presenter Notes
Presentation Notes
Is the official representative of your PTAThey meet with principal, and othersPreside at meetings and prepare the agendasAnd coordinates and oversees the work – presidents do NOT DO ALL the work, but makes sure that the work gets done the way it’s supposed to – it takes a village!Sign contracts – all contracts APPROVED by the association must have signatures of TWO elected officers.-- When signing contracts, be sure to include your title.  If you do not, you could be considered personally liable.-- Do not sign contracts without association approval.  If you do, and it is not approved, you could be personally liable.Presidents should review and approve all communications going to your membersEx-officio – presidents are automatically on every committee, so they can know what is going on and ensure that we are meeting all requirements.  � --  EXCEPT the nominating committee, which is elected by the Association. (no undue influence)A word about Principals:  The Principal’s role is Advisor;  They have authority over what happens at their schoolWe collaborate with them, but we are separate entities with different missionsIt is important to work with principals, since we are guests on their campusget their approval and input for events on campusalso for all communications that go out through the schoolthe president should also review and approve all PTA communicationsSometimes principals can push their agenda, but keep in mind they do not control PTAThey are voting members of the Board just like everyone else



Meetings:
Who & What 

What is needed?
 Notice of Meeting

 Includes date, time, location

 Agenda – prepared by the chair 
 Ask officers/chairs for agenda items in 

advance

 Share the agenda with the appropriate group 
in advance
Note:  Association agenda should be sent 10 
days before meeting

 Quorum – can be found in bylaws

 Minutes for each meeting (Board & 
Association)
 This is your official record. 

 Financial reports from officers 

 Committees report to the board – 
verbally or written

 Board reports to the association

Three types of 
meetings:
 Association – Officers, all PTA 

members

 Executive Board – Officers, 
Principal, Teacher Reps, Standing 
committee chairs, student reps

 Committees – Chairs, 
committee members, president ex-
0fficio

Presenter Notes
Presentation Notes
You have three types of meetings Association (all members, officers should attend), Executive Board:  officers (elected plus parli & corr sec), principal, teacher reps, standing committee chairs, student reps  (officers and standing committee chairs are found in your bylaws)NOTE:  Co-officers are not allowed in PTA.  You must elect one officer per position.  Name one person and appoint an assistant or committee chairs to helpCommittees – includes the chair, members and president (ex-officio)At each of these meetings, you will need to have a few things:Give NOTICE to the members (rules in bylaws)10-90 days for Association, except for elections & adopting bylawsMust include date, time, locationCannot vote on a7-10 days for BoardAgenda – prepared by the chair (at board/association, this is the president)There is a sample agenda and meeting script in handout, as well as agendas and scripts for board and association meetings that you can adapt for your unit that will be posted on the website.Association agendas should go out with meeting notice 10 days before – cannot vote on anything that is not in the noticeQuorum - # of people required to vote on anything (in bylaws)Minutes (board and association)Financial reports (board and association)Reports – committees report to the board, board reports to the associationWord about minutes:Minutes record all the actions and items approved at that meeting.It is important that all things that need to be approved are written in the minutes.If it isn’t in the minutes, there is no proof that it happened.Minutes are part of your PERMANENT record, and need to be kept foreverMinutes record actions and summaries, not details of conversations   -- Motions must be recordedBoth board and association meetings should have minutes, reports from financial officers, and reports of what is being done for transparency and accountability



W
hat needs to be approved?

Presenter Notes
Presentation Notes
I have created a one sheet quick reference of what is required to be approved and at what meeting 	this is in your handout packetIt’s important to vote on all the actions that are takenAll the items in blue on this list should be voted on and recorded in your minutes If you don’t put it in your minutes, it’s as though it never happened.This is protective for you and your members in case any issues ariseYou should make sure to review your minutes to make sure these are all in thereMinutes should include the maker of the motion, wording, and result of the voteNote:  seconds do not need to be recordedIf you missed something when you were supposed to do it, just make sure to approve it as soon as possible (at the next meeting)We’re all volunteers doing the best we can do and we all make mistakes and miss stuff sometimes Turning in reports to council helps you keep track and make sure reports are getting doneCouncil historian will give you updates on what is turned in if you’re not sure, you can always ask – shoot her an emailBonus is if you are having trouble getting reports from someone in your PTA, we can also be the heavy and help you with that



 Advise on parliamentary 
procedure 

 Assist the president in keeping 
order

 Know the bylaws & rules
o Provide bylaws to board & members 

if requested

 Chair the bylaws committee
o Review bylaws annually, revise every 

5 years

 Instruct & advise the 
nominating committee

The 
Parliamentarian 

is responsible to:

Presenter Notes
Presentation Notes
But what does a parliamentarian do?We often think of this as an easy job cuz there are not a lot of “tasks” to be doneBut the Parliamentarian works closely with the president as an advisor  Chosen (appointed) by the president NOT ELECTED, so they can choose who they want to work withAssist the president to manage meetings and keep order Keep track of speakers/questionsParliamentarians should know the bylaws, be familiar with CAPTASo you can advise on questions regarding the rulesChair the bylaws review committeeGive instructions to the nominating committeeBut what is parliamentary procedure?



Running your Meetings:
Why Parliamentary Procedure?

Order

Equal Opportunity

Justice

Right of Minority to be Heard

Right of Majority to Decide

Presenter Notes
Presentation Notes
What is parliamentary procedure?Another set of rules we must abide by is Roberts Rules of Order (Article XIV)Let’s talk about Parliamentary Procedure comes from Roberts Rules of OrderParliamentary procedure support the ideals of fairness, making sure that everyone gets a chance to be heard, and that the majority decidesThis is why we make motions, have discussion, take votes, give notices, etc.There are rules that can be inconvenient and seem unnecessary, but they all serve to support these ideals.For example:Giving 10 or 30 days notice for meetings to ensure we don’t call a quick meeting and exclude our oppositionNo proxy voting or decisions by email to allow everyone to hear arguments on both sidesSeconding motions and calling for discussion to ensure at least one other person wants to address the issue and again that both sides are heardQuorum – to ensure you have a majority decidingOnly members of the group that is meeting have a right to:Attend the meetingDiscuss and VoteReview the minutesIf someone who is not a member wants to attend or present something at the meeting, they must be granted a courtesy seat as a guest by the president.Guests are not privy to the discussion and vote, so guests should present their information and leaveExecutive Board meetings are closed.  Only Board members can attend.This includes officers, principal, teacher reps and standing committee chairsCommittee chairs that are not standing committee chairs do not regularly attend board meetings and do not have a vote or count in your quorumGeneral members (not on the board) do not have rights to view the minutes of the board.  They are entitled to review the Association minutes, which should include reports from the  board.



Motions:  
All actions taken should have a motion recorded in the minutes

Eight Steps to a Motion
Obtain the Floor

Chair Recognizes

Make Motion:  “I move…”

Motion Seconded

Chair Restates Motion

Asks for Discussion

Motion can be amended

Chair Calls for a Vote

Chair Announces Result

“Is there a second?”

“It’s been moved and seconded to…”

“Is there any discussion?”

All those in favor say aye.     Any opposed?

Motion carried/approved or denied

Presenter Notes
Presentation Notes
There are 8 steps to making a motion I’ve added the wording to be used hereWhen someone wants to propose something that needs to be approved, they need to be called on & recognized by the president or chairMotions should always be phrased as “I move to…”  Not I make a motion, I motion, etc.Seconds are to ensure that people want to discuss thisDiscussion ensures that all sides are heardA motion can be changed by amending it – there are very specific ways to do this, but for our purposes, we will not get into that.A vote is taken and the result is announced.At your Board meetings, when a motion is long or complicated, Good idea to request that motions be written down for accuracy in the recordAvoids spending extra time repeating motionsIf president puts something on the agenda that needs to be approved, you might include the wording for the motion on your board agenda (But don’t put your entire script in your agenda)Our formality is most important in large group meetings to maintain order and impartiality of the presidentThis is why presidents generally don’t make motionsIn large meetings, the president also refrains from voting or swaying the vote unless there is a tie Though president should exercise their right to vote when it will change the voteRobert’s Rules says that small meetings (12 or so) can be less formal than large (Association) meetingsSo in your board, you may be less formal, but Still good to have rules and maintain order in your there as well



Streamlining Meetings: General Consent

 General consent:  “If no objection, …”

 Can be used for ROUTINE business

• Matters not of importance

• Where no objection is expected

 MUST NOT BE USED for Important Decisions

 If anyone objects, you MUST go back to the 8 steps 
for a motion 

 Provide opportunity for discussion 

 Hold a full regular vote

 All in favor say aye

 Any opposed say nay

Presenter Notes
Presentation Notes
Generally, presidents do not make motions to maintain impartialityHowever, in SOME cases presidents can use general consentGeneral Consent should only be used for routine business, matters not of importance, orwhere no objection is expectedBut NOT on important decisionsRather than going through the whole 8 steps of a motion, the president “assumes the motion”This is the method we use to approve the minutesWhen we ask for corrections, and then say the minutes are approved as distributed or correctedIt assumes that if no more corrections are made, it is acceptable to approve the minutesWhen using General Consent, If there is ANY objection, even one, you will need to go back to the 8 steps and take a regular vote.Procedure for General consent:  When using general consent, instead of stating the motion and calling for a second,      the president will say:“If there is no objection, …[state the motion]”You must always pause for an objectionIf none is given, you would say, “Hearing none, ….”Word of caution:  this is to only be used for routine or matters that are not disputed.Must be clear there would be general agreement on the motionIf any objection, you must go back to 8 stepsMust allow for discussion on any topic On Minutes: some ways to streamline areEmail them ahead.  Say in your meeting that the minutes were distributed.  If not, share and president says “If there is no objection, we will dispense with the reading of the minutes” <pause>  Then go through the usual:Are there any corrections?If not, say “The minutes stand approved as distributed.”If so, take note and say, “If there are no further corrections, the minutes stand approved as corrected.”This is use of general consentYou can also move to appoint a committee to review the minutes of your meetings (for the year).Have your recording secretary send the minutes to the committee and the president aheadReport the minutes have been approved by committee at the next meeting.  Recommendations from the Board – you can add them to your agenda that is sent ahead so that people can read them 	(move to dispense w/reading if it is a lengthy list)List the motions that were made at your board meeting to be approved by association under Recommendations from the BoardPost or share these ahead of timeRecording secretary reads recommendations from the BoardNo second is neededUse General Consent:  Say, “If there is no objection, we will vote on the recommendations from the Board as a whole” <pause>If there is any objection, you will need to vote on them one at a time, or pull out the one that needs discussion.If no objection, go straight to the vote – “all those in favor say aye, any opposed say no”If there are any controversial motions, you will want to pull them out and vote on them separatelyIf introducing new motions under new business at an Association meeting, write out the motion ahead and decide who will make the motion and read it	This may shave a little time off of your meetings – particularly the boring parts at your Association.  



Conducting Meetings

• Make meetings meaningful
• Set Ground Rules – Parliamentarian to 

help enforce
• Prepare a script ahead of time
• Determine who will bring motions 

needed ahead
• Allow for discussion
• Vote on all important decisions 
• Record all actions taken (motions 

approved) in the minutes (official 
record)

Presenter Notes
Presentation Notes
Remember your first PTA meeting –Keep in mind that meetings that just go through the business can feel like just rubberstamping approvalsAfter my first PTA meeting, not knowing what they were talking about, I quickly thought it wasn’t so important to attend – you don’t want this to happen with your membersIt is important to provide your members with something meaningfulShare any exciting news you have on what you are doing for the kids, your successes, plans for the future, etc. so they can feel involved and that what we do is importantOf course, keep it short Set ground rules – these can be sent out with your meeting announcementTailor them to your needsFor example, if your meetings tend to go long because people talk a lot, Make rules to Stay on task, Limit time someone can talk or repetition of thoughtsIf people talk over each other,Make rules to have One speaker at a time or to wait to be called on before speakingMute yourself when not talkingHave people put comments/questions in the chatParliamentarian can help enforce these (as I mentioned before)Keep track of time, who has spoken and would like to speak, etc.In person, sit by your president so you can discretely give advice or remindersPrepare script for the meeting – this is especially helpful for Association meetingsUse your agenda and add what you will sayI used to make 2 agendas – one to distribute, and one with script and notes for me Pre-written motions are helpful (avoid people stumbling on this)Plan who will say what, Share your script with officers who will be speaking A sample agenda is in your packetScripts are helpful to maintain decorumIt’s easy to forget the wording for this and that – e.g. what reports are filed for audit, is there discussion?I’ve heard things being said many different ways – not all correct	 and even other people making pronouncements for the president  President always is the one to announce the action about motions, minutes, financial reports, etc.Your secretary should not be pronouncing minutes approvedFinancial people should not be filing reports for audit.



Presidents & 
Parliamentarians 
Working together

 Meet to discuss how you’ll work 
together 

 Parliamentarians don’t correct 
presidents, they advise

 Parliamentarians can be called on 
when there are questions about 
the rules or procedure

 Often parliamentarians sit near 
the president in meetings so they 
can be easily consulted

 Parliamentarians can keep help 
keep order by keeping track of 
time, persons wishing to speak, 
reminding of ground rules

Presenter Notes
Presentation Notes
Presidents and parliamentarians work together to make sure that meetings run smoothlyWe’ll talk more about this when we get to parliamentary procedure



Questions??



Nominating Committee 
and Elections
(Article V)

Presenter Notes
Presentation Notes
Our bylaws also state who our officers are, when and how they should be chosen:nominating committee



ELECTION 
PROCESS

Submit Signed Nominating Committee Report
Original to Recording Secretary Copy to Council Parliamentarian

Election Meeting
Present Slate Call for Nominations from floor

Notice of Election to Members
Give written notice of the meeting 30 days prior to election

Nominating Committee Report Submitted to Members
Post at least 28 days prior to election (no signatures)

Parliamentarian Calls 1st Meeting of the Nominating Committee
Give instructions & Elect Chair Committee selects Nominees

Elect Nominating Committee at Association Meeting
At least 60 days before Election  Mtg # of members in Bylaws Article V.4c

Set Annual Election Meeting Date
Check Bylaws for month (Article V.7 or VII.2) and day (SR 7)

Presenter Notes
Presentation Notes
These are the steps in the election processSet Annual Election meeting date – month & day stated in bylaws Read Article V of your bylaws for rules on electionsElect Nominating Committee (60 days prior) at Association MeetingNominating Committee first meetingNOTES:  If you need to change the Annual Election Meeting date, you need to give 30 days notice to your membersIf you do not elect the full number of members (stated in bylaws) to your nominating committee at least 60 days prior to the meeting, you CANNOT have a nominating committee and must do all your nominations from the floor Electing NOMINATING COMMITTEE  – resource infoCheck your bylaws (Article V – Officers and their Election) to see how many members are elected and how many alternatesCheck with your membership chair to ensure that nominees are members of your associationCheck last years Nominating Committee to ensure that anyone who served the previous year does not serve this yearPrincipal can be elected.  If not elected, serves as advisor and does not vote on nomineesPresidents may not serve on nominating committee.All members of the nominating committee must attend the first meeting.  If they are unable, an alternate will be asked to take their place.President conducts the election of nominating committee at the Association meeting under New BusinessBoard may make a recommendation to elect the provided nominees for the nominating committeeFormal election procedure:Parliamentarian reads the bylaws on nominating committee (Article V, Section 4)SECTION 4.a. Nominations for office shall be made by a nominating committee which shall be elected by theAssociation.b. The nominating committee shall be elected at least two months prior to the annual election meeting. The committee shall serve until the annual election meeting.c. The nominating committee shall be composed of ______members, with ______ alternate(s).d. Members of the nominating committee shall be members of this Association. The principal of the school, or a faculty representative appointed by the principal, if not an elected member of the committee, shall serve in an advisory capacity. The president shall not serve ex officio or be elected to the nominating committee. The committee shall elect its own chairperson.e. The report of the nominating committee shall be submitted to the membership at least 28 days prior to the annual election meeting. At the annual election meeting, additional nominations must be called for from the floor.President calls for nominations from the floor, and confirms acceptance of the nominationIf there is only the number of nominees required, a voice vote can be heldIf there are more nominees than positions, a ballot vote must be held.



Elect 
Nominating 
Committee

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

Timeline

• Number of members & alternates in 
bylaws (Article V)

• Principal is advisor (unless elected as a 
member)

Choosing 
Members

• Must be PTA member
• Cannot serve 2 consecutive years
• Should be knowledgeable about PTA 

& qualified potential officers 

Qualifications 
of Nominees:

• President does NOT serve on nominating 
committee 

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

President Role

Presenter Notes
Presentation Notes
Our bylaws state that nominations should be made by a nominating committee elected by our associationYou must elect your nominating committee at least 2 months before you election The slate has to be posted 28 days before, so that only gives 1 month to recruit peopleYou may want to elect sooner than later, but make sure you have an Association meeting within the timeframeBylaws (Article V – Officers and their Election) tell how many members are elected and how many alternatesMake sure that nominees are members of your associationCheck last years Nominating Committee to ensure that anyone who served the previous year does not serve this yearAnyone who did not actually serve is still eligible Principal can be elected.  If not elected, serves as advisor but does not vote on nomineesAll members of the nominating committee must attend the first meeting.  If they are unable, an alternate will be asked to take their place.Presidents serve ex-officio on all committees except the nominating committee.  	Presidents may not serve on nominating committee.



Nominating Committee Election Meeting
• Elect Nominating Committee listed under New Business
• “We will now elect the nominating committee.”Agenda

• “The Parliamentarian will now read the section of the bylaws 
pertaining to the Nominating Committee”

• Parliamentarian reads the section

Read Bylaws Article 
V, Section 3 or 4

• The board may recommend nominees

• Nominations must be taken from the floor

• “The floor is now open for nominations for the Nominating 
Committee”

• President will call on anyone who raises hand

• Confirm acceptance of nominations.  “Do you accept the 
nomination?”

• When no further nominations, say “The nominations are now 
closed.”

Nominations

• If there are only enough nominees to fill spots, the vote can be 
taken by voice, saying “If there are no objections, the ballot will 
be dispensed with and the vote taken by voice vote.  “All those 
in favor say aye. Any opposed say no”

• If there are more than needed, a ballot vote must be taken.

Vote

Presenter Notes
Presentation Notes
President conducts the election of nominating committee at the Association meeting – on Agenda under New Business.Board may make a recommendation to elect the provided nominees for the nominating committeeMust take nominations from the floorFollow parliamentary procedureElecting is different from making motions.No motion is required to Elect – the chair calls for the candidates and a vote.Voting for nominating committee is much like elections Formal election procedure:Parliamentarian reads the bylaws on nominating committee (Article V, Section 4)SECTION 4.a. Nominations for office shall be made by a nominating committee which shall be elected by theAssociation.b. The nominating committee shall be elected at least two months prior to the annual election meeting. The committee shall serve until the annual election meeting.c. The nominating committee shall be composed of ______members, with ______ alternate(s).d. Members of the nominating committee shall be members of this Association. The principal of the school, or a faculty representative appointed by the principal, if not an elected member of the committee, shall serve in an advisory capacity. The president shall not serve ex officio or be elected to the nominating committee. The committee shall elect its own chairperson.e. The report of the nominating committee shall be submitted to the membership at least 28 days prior to the annual election meeting. At the annual election meeting, additional nominations must be called for from the floor.President calls for nominations from the floor, and confirms acceptance of the nominationIf there is only the number of nominees required, a voice vote can be heldIf there are more nominees than positions, a ballot vote must be held.



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

Presenter Notes
Presentation Notes
It is often useful to use a straw ballotIt’s a way to give members a voice in who the nominating committee choosesAlso a great way to get new people or identify people who want may want to serveIt should be confidentialParliamentarian should collect them and provide the results to the Nominating CommitteeI have included in the documents on the council website a few ways you can do this:a fillable pdf for the straw ballot a word doc so you can customize for your school (will be posted to the website)a google form I created that you can customize for your school (sample in the packet, I will send the link)https://docs.google.com/forms/d/1ZH6yO-XreaSESesN5NGVGN2C55t7P8Gg5WQukqaX5Yc/edit?usp=sharingIf you use the google form, please do not change the form posted, But instead make a copy of it so you can customize it for your schoolLmk if you need assistance with thisYou could email your straw ballot out to your members



Parliamentarian & Nominating 
Committee
Parliamentarian Duties:

 Arrange the first meeting

 Call alternate as a replacement if a member 
cannot make the first meeting

 Instruct the nominating committee
 process, job descriptions

 confidential discussions

 inform committee of officers who have termed out

 Conduct an election of committee chairperson

 Stay only if elected to the nominating committee

 Be available to consult and answer questions if 
needed

Chairperson duties:

lead the discussion, 
schedule follow-up 

meetings, 
ensure a slate is 

created, 
have the report 

completed & signed
arrange to have slate 

posted 28 days in 
advance of election

Presenter Notes
Presentation Notes
What is the Parliamentarian’s job?You do not have to be on the nominating committeeIn fact, you can only do it once, if you serve 2 years as ParliamentarianWhat you will do is arrange the first meeting and give instructions	There’s a nice checklist for this in the handoutsFind a time that works for your committee membersContact an alternate to serve if someone cannot make itHave an election of committee chairpersonChairperson will:lead the discussion, schedule follow-up meetings, ensure a slate is created, have the report completed & signedArrange to have slate posted 28 days in advance of electionParliamentarian reminds president to give notice of the upcoming election at least 30 days prior (includes time, date, place and business to be conducted)Parliamentarian can be elected to the nominating committee under the same rules as everyone else.  If not elected to the committee, you will leave after you have given instructions and a chair is named.  



Instructions to Nominating Committee
 Purpose is to choose best candidates for each office

 Review or provide job descriptions

 Discuss confidentiality

 Two-year term limits

 Only one nominee per office

 Only one person per office (no co-officers)

 Officers to be elected are listed in your bylaws (Article V, Section 2)

 Parliamentarian & Corresponding Secretary are appointed by the 
President after election and do not need to be nominated by the 
committee

 Consider balancing the board

 Candidate qualifications

 Contacting candidates to get consent

 What to do when no candidate is found?

 Answer questions

Qualified Board 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

Presenter Notes
Presentation Notes
What do you tell the committee?Instruct the committee  (I have put a sample packet you can give to your nominating committee on the website)Purpose is to choose the best candidates for each officeReview the job descriptions so that they know what is entailed (or provide copies)Candidates must be members of the Association for 30 days before nominationIf not in your unit, but member of another unit, the candidate must purchase a membership when nominatedThis applies particularly to middle schools and high schools who may recruit incoming freshmen parentsDiscuss confidentiality – this is a closed committee, and all information shared should be confidential so that frank discussions can be had regarding candidatesIf a committee member is being considered for an office, they are excused from the discussion and can rejoin to vote on the nominee Consider having a balance of experienced and new officersNominees must agree to serve Not advisable to try to coerce someone Qualified candidates will:support the mission/purpose of the PTAcommit adequate time and effortAppreciate the value of trainingA person is elected to office for ONE YEAR.  They may be elected again to serve 2 years.Two-year term limits – no one can serve more than 2 years in any one office (can come back after a year)Provide a list of current officers and indicate which are in 2nd termOnly ONE nominee per officeOnly ONE person per office - No Co-OfficersCheck your bylaws to see which offices need to be electedNote:  Corresponding Secretary and Parliamentarian are NOT elected.  These are appointed after election by the president-elect.If you want to add officers, they have to be added into the bylaws.  Once in the bylaws, they need to be elected every year.  So if you want to add someone to your board, it is better to add a committee chair (can make a standing committee with a vote, but may also change quorum)What if you can’t find a candidate:  Post nominees 28 days in advance with the position shown “OPEN” Continue to work on finding someone until the electionIf nominees are found, read updated report at the association meetingNominations will be called for from the floor at electionAny unfilled positions after elections will be filled by the executive boardGive advice on procedures as needed



Duties of 
Nominating 
Committee

• Provide info on the duties of the job 
• Confirm they are capable, willing and eligible
• Do not confirm nomination until the committee has agreed

CONTACT CANDIDATES

VOTE TO CHOOSE NOMINEES

• Contact any nominees that were called to let them know 
the committee’s decision

• Advise nominees to attend the election meeting
• Complete the Report of Nominating Committee and secure 

signatures
• Reconvene to fill any open positions (up to election)
• Submit report to members 28 days prior to election

CHAIRPERSON RESPONSIBILITIES:

Presenter Notes
Presentation Notes
These are the duties of the nominating committee and chair.Nominating Committee - resourceCan make calls during your meeting to ask a candidate you are very interested inWhen calling, do not guarantee or imply the position is theirs, but inquire if they are interested in the job.  Let them know that deliberations are being held and their name came up.May meet multiple times as needed.Chair will arrange any further meetingsChair arranges to have the slate posted 28 days prior to election  - communicate with your president and parliamentarian about this



REPORT OF THE NOMINATING COMMITTEE 
SUBMIT REPORT AT LEAST 28 DAYS PRIOR TO ELECTION MEETING

• Use most effective way to reach ALL members
• Post on Website or on Campus
• Email or Put it in Newsletter

ENSURE THAT CANDIDATES ON THE SLATE ARE ELIGIBLE
• Two year term limits
• Only one nominee per office, Only one office per person
• President, financial officers  & check signers may not be related
• Candidates have given consent
• Candidates are members of the Association for 30 days before nomination

WHAT TO DO WHEN NO CANDIDATE IS FOUND FOR A POSITION?
• Post slate with position(s) as “OPEN”
• Nominating Committee continues to look for people to fill the slate until the 

election
• Nominations are called for from the floor
• Any open positions after the election are filled by election by the Executive 

Board-Elect

Presenter Notes
Presentation Notes
A quick word about the Nominating Committee ReportPresidents and Parliamentarians should make sure that the report is submitted and posted at least 28 days prior to the election meeting �	(do not include the meeting day in the count)Please check to ensure that the nominees are eligible to serveThe Report of the Nominating Committee needs to be signed by all membersMembers can sign in person, you can scan signed copies and share, or you can use an official electronic signature method (such as Adobe pdf)Please DO NOT include signatures on the report that is sent to members or posted on your websiteSigned copy needs to be given to the recording secretary on the election day & turned in to Torrance CouncilA couple of points of note here:One person per office - PTA does not allow Co-Officers.You should have ONE nominee per office and only one person can be electedIf you can’t find ONE person to fulfill the role, there are a few ways to share responsibilitiesYou can have a standing committee, an assistant to the officer or create committees to assistThe board is allowed to create committees as needed Committee chairs are not members of your board & do not have voting rightsStanding Committees are listed in your Bylaws under Standing Rule #17These are committees that have a chair that is considered part of your board and has voting rightsIf you want to add a standing committee chair, you will also need to update your standing rulesIf you want to have an assistant (with or without voting rights), You will need to have it approved by your board and put it in your standing rules.Please talk to me if you want to do this, and I can give you the specifics.All nominees must be members of your association 30 days before nomination to be eligibleIf they’re a member of another unit, such as elementary or middle if recruiting freshmen parents, the candidate must purchase a membership to your unit when nominatedDuring these times, you may be having difficulty finding volunteers for your board.  What if you can’t find candidates in time for posting?Still need to post/email the report 28 days in advance List positions as “OPEN” (where name goes)Continue to work on finding someone until the electionIf nominees are found, read the updated report at the association meeting (no need to repost)If no nominees are found, it will remain openCall for nominations from the floorInstruct the committee – Extra ResourcePurpose is to choose the best candidates for each officeReview the job descriptions so that they know what is entailed (or provide copies)Discuss confidentiality – this is a closed committee, and all information shared should be confidential so that frank discussions can be had regarding candidatesIf a committee member is being considered for an office, they are excused from the discussion and can rejoin to vote on the nominee Candidates must be members of the Association for 30 days before nominationIf not in your unit, but member of another unit, the candidate must purchase a membership when nominatedThis applies particularly to middle schools and high schools who may recruit incoming freshmen parentsConsider having a balance of experienced and new officersNominees must agree to serve Not advisable to try to coerce someone Qualified candidates will:support the mission/purpose of the PTAcommit adequate time and effortAppreciate the value of trainingA person is elected to office for ONE YEAR.  They may be elected again to serve 2 years.Two year term limits – no one can serve more than 2 years in any one office (can come back after a year)Provide a list of officers and the position they may not serve another term inOnly ONE nominee per officeCheck your bylaws to see which offices need to be electedNote:  Corresponding Secretary and Parliamentarian are NOT elected.  These are appointed after election by the president-elect.What if you can’t find a candidate:  Post nominees 28 days in advance with the position shown “OPEN” Continue to work on finding someone until the electionIf nominees are found, read updated report at the association meetingNominations will be called for from the floor at electionAny unfilled positions after elections will be filled by the executive boardGive advice on procedures as needed



ANNUAL ELECTION MEETING
At least 30 days 

prior to election, 
written notice of 

election to 
membership 

At least 28 days 
prior to election, 
submit Report of 

Nominating  
Committee to 

members 

President presides 
over election

 Election on Agenda 
as New Business

Secretary is 
prepared for ballot 

vote 
(member list, 

ballots)

Parliamentarian 
reads bylaws 

relating to elections

Nominating 
Committee Chair 

reads report & gives 
signed copy to 

Recording Secretary

President restates 
slate/introduces 

nominees; 

President calls for 
nominations from 

the floor 

President conducts 
the vote

 (see sample script)

Ballot Vote is 
required if more 

than one nominee 
for an office

Any vacant offices 
will be filled  by 
election of the 

Board-Elect

Presenter Notes
Presentation Notes
Written Notice MUST be given to your members – we often say POST, but it is best to email or communicate with your members in the way that is most likely that they will receive it.You can put it on your website, but if it is tucked away on the PTA page, it is a good idea to also email itYou can have your principal send it out to the schoolIf you are using TOTEM and have entered emails for everyone, this can be a great way to make sure you are emailing all your membersNotice of the election meeting needs to be sent at least 30 days before your meeting Nominating Committee Report or slate must be sent at least 28 days before your meeting(you cannot count the date of the meeting)You can send them together, which might be most effectiveYou must include the Date, Time and Location of your meeting. For location, if you are meeting virtually, you need to include details for how to attendMany of use are using RSVPs to avoid zoom bombing,  so in your notice, please be explicit about how it works so those who want to attend can access the meetingThis is also a great way to check that people attending are members and eligible to vote.During the Meeting:Secretary should have a current copy of the members and ballots ready in case of a contestParliamentarian reads bylaws Article V, sections pertinent to election of officers (Section 1, 2, 4a, 4e, 5, 6, 7, 8, 11)Nominating Committee Chair reads the updated/final report of the nominating committeePresident conducts the vote – script shared with youSay at end?Note about Open positions after the vote – vote is slightly different:Any unfilled positions after elections will be ELECTED by the board-elect (incoming)(Be sure your minutes say “elected” not appointed or ratified)Officers will be elected by a majority vote of ALL OFFICERS (whether present or not), w/10 days noticeIf no notice is given, you need a 2/3 vote of ALL officersIf no president, the meeting is called by EVP or 1st VP (see bylaws)



Use the fillable pdf for 
the Election Script

Section 2:
Line out the offices that 
your school doesn’t have.

Page 2:
When you fill in your 
nominees in the Report of 
the Nominating 
Committee on page 2, it 
will populate the names 
in the rest of the 
document.

Any positions that you do 
not have can be crossed 
out.  

Presenter Notes
Presentation Notes
Not going to go in depth into ballot votes – there is a pretty thorough recording on this on our website from January 2023, if you’d like to know more about this, or you can contact me if you’d like more information.



Note:  Enter the names of 
your nominees once, and 
pdf will fill in the rest.



NOMINATIONS 
FROM THE FLOOR

 Nominating person must be a paid member (at 
least 30 days) to nominate

 May nominate self

 Second is not required

 Nominees must meet eligibility as required by 
bylaws:

 member at least 30 days 

 signify consent either in person or in writing 

 have not met 2 year term limit 

 If president or financial officers, not related  

President:

 Acknowledges member

 Asks for name of eligible nominee

 Confirms consent of nominee

 Calls for ballot vote

   (script provided)

According to our bylaws, Nominations must be taken from the floor.

Qualifications: Procedure:

Presenter Notes
Presentation Notes
Honestly, we usually have trouble just finding people to fill the positions, so for most of you, this is just going to be a formality.�But in the case that you may have too many eager volunteers or some potential conflict, we need to take nominations from the floor to ensure that members have a voice in who represents them on the board.Here are things you will need to check:      Anyone who makes a nomination must be a paid member for at least 30 days      Nominees MUST:Be a member for 30 days+Give consent – either present in person and accept nomination OR has given their consent in writingWill not have reached 2 year term limitIf you have nominations from the floor and there are more than 2 nominees for an office, you will need to hold a ballot vote, If you are meeting via teleconferencing, you cannot just hand out slips of paper for a ballot vote, it might be helpful to have a little heads up if there are going to be nominations from the floor.  CAPTA has recommended a couple of ways to expedite nominations from the floor, so you can try to prepare ahead.        (NOT required)Have those who want to run from the floor announce their intention at the beginning of the teleconference.  This will allow you time to get the ballot ready.Put it in your meeting notice that those interested in running should declare their intent to run from the floor within a certain time frame after the meeting notice goes out.  The chair could then announce the names of those who are running from the floor to let people know in advance, who is running for the various positions.



THE VOTE

If there is one nominee per office after 
nominations are called for from the floor, 
VOICE VOTE can be used

If there is more than one nominee for any 
office, a BALLOT VOTE must be held

If there is a combination, voice vote can be 
held for offices that have only one nominee 

Presenter Notes
Presentation Notes
Most often, we only have one candidate for each office, so vote can be taken by voice vote.However, if there are nominations from the floor and there is more than one candidate for an office, a ballot vote must be taken for that office.There is a process for this – please contact Council if you anticipate a ballot vote and we can assistMore on the Voting Process in our January trainingTellers are appointed by the President (3 – a chair and 2 tellers)Tellers distribute, collect and count the ballotsNominees may not be a teller, but can have one person observe the tellersPresident asks all members to rise – members are counted (# members eligible to vote)Counting ballots:# of ballots – all are counted towards votes castIllegal ballots do not count for either nominee – unintelligible, name of nonmember, ballots folded togetherMajority vote needed



HOLDING A BALLOT VOTE
PROCEDURE:
President conducts the vote:
 Appoints a tellers committee  

(1 chair and 2 tellers)

 Call for Count of the house (ask eligible members to 
raise hand to be counted)

 Instruct voters how to complete the electronic 
ballot

Tellers:
 Count eligible voters

 Distribute & collect ballots

 Count ballots

Voter Eligibility:

 Only members may vote 
    (one vote per person)

 If no member list available, all adults 
present may vote

 Officers, including president may vote

Counting the Vote:

 Nominees may not be tellers

 Each nominee may have one observer of 
the counting

*If you anticipate having need of a Ballot Vote due to contention, please contact TCPTA for support 
and assistance in conducting your ballot vote.

Presenter Notes
Presentation Notes
Here is the procedure for conducting a ballot vote.If a ballot vote is anticipated, membership can be verified before or upon entering the meeting to facilitate the process.If in person, paper ballots should be handed out.If you anticipate a contested vote, please let TCPTA know, and we will be prepared to assist you with your election and ballot vote.Tellers are appointed by the President (3 – a chair and at least 2 tellers)Can decide and appoint tellers before the meeting, but do not announce ahead of timeTellers distribute, collect and count the ballotsNominees may not be a teller, but each nominee may have one person observe the tellers counting if desiredPresident calls for a count of the house – Tellers should count how many members eligible to vote are present.If there is no membership list, count all adults present



Tellers Duties & Report
Tellers:

 Count the number of eligible voters (count of the 
house)

 Distribute ballots to eligible voters 

 Collect ballots or use ballot box

 Count ballots

 Illegal ballots do not count in tally, but count as 
votes cast

 Illegal votes are:

 unreadable or symbols

 Nominee is not a member, 

 ballots folded together  (not tallied but count as 1 
vote cast)

 Blank ballots not counted

 Chair gives written report to president.

Tellers Report includes:

 Total eligible voters:______ 
     (count of the house)

 Total votes cast: _______  
(includes illegal ballots)

 Number needed to elect:_____ (majority=1/2 
eligible voters+1)

 Nominee [name] votes received:_____

 Nominee [name] votes received:_____

Tellers Report must be included in the minutes

Presenter Notes
Presentation Notes
Counting ballots:# of ballots – all are counted towards votes castIllegal ballots do not count for either nominee – unintelligible, name of nonmember, ballots folded togetherMajority vote needed Officers are elected by a majority vote of those present and eligible to vote (with quorum met), not by votes cast.	Thus if people abstain and turn in a blank ballot, it does not count



Conclusion of Vote

 President announces who is elected.  Number of votes for 
each nominee is not announced unless requested.

 After the announcement of the vote, chairman of tellers 
moves to destroy the ballots.

 Challenges must occur during the election meeting.

 If no nominee receives a majority vote, the ballot is 
repeated.

 Procedure is repeated for each contested office.



Questions??

Presenter Notes
Presentation Notes
Conclusion:Council is here to support you, to be a resource for you, and to help you navigate the ins and outs of what is required of us as a part of California PTA to make sure that you are able to continue to be a PTA.  So please don’t hesitate to reach out to us if you have questions.



Bylaws & Standing Rules Basics

BYLAWS
 Bylaws are the governing rules for your 

organization
 Basic form cannot be changed or suspended
 All * items automatically apply
 President, Rec Secretary & Parliamentarian 

keep original copy with wet signature
 Every officer has a copy
 Must be shown to members if requested 

(don’t give copy or distribute)
 Do not post on website
 Amendments must be approved by CAPTA, 

Board and Association
 Should be reviewed annually
 Must be updated at least every 5 years

STANDING RULES
 Standing Rules provide the 

procedures/details of the work
 Cannot contradict Bylaws
 Units should have these 

 From CAPTA (included in form)

 From 33rd District

 From Torrance Council

 From Your Unit

 Changes can be made as needed.  
 Approve at board meeting.
 Amendments can be adopted at any 

association meeting with a majority 
vote/30 day notice (2/3 vote with no 
notice)

 Submit a copy to Council 
Parliamentarian

Presenter Notes
Presentation Notes
Basically the Bylaws come from CAPTA and have little room for changes.  Changes must be approved by CAPTA.The Standing Rules are how your unit functions, and may be changed according to how you run your unit.Any rules from CAPTA, State Financial or District are automatically in effect without revision of unit bylawsStanding Rules are procedures and details of the work that are not included in the bylawsThese are created by your unit – usually by Bylaws committeeInclude:  where, when Board meetings are held, details of responsibilities of officers & how the work is dividedOther things:  Who is responsible for getting the president’s pin, ways things are handled, etcCan be changed by vote of the Association (majority with 30 day notice, 2/3 vote without notice) – does not need to go through channels, but a copy should be forwarded to Council ParliamentarianDistribute the bylaws to your boardMembers are entitled to see it if requested, but we do not distribute our bylaws or post them on our website or social media to protect the sensitive information in them Only members may view them, but we do not give them copy to keep During school time, we recommend you leave a copy in the office somewhere safe where it can be viewed if requestedThis also ensures that you have a copy on hand if you need it at school.In these times, if it is requested, I suggest you have a viewable, non-editable, non-downloadable copy of the bylaws, with signatures and tax ids redacted, that can be shared with members upon request.Every year, CAPTA updates the bylaws form.Any rules from CAPTA, State Financial or District are automatically in effect even if you haven’t updated your formThese are the items with *s, so if your bylaws are out of date, any new starred items still applyBylaws should be reviewed every year – the parliamentarian should do this to make sure you are up to date.  If all is good, you don’t need to update, but you are required to update to the most current form and submit your bylaws at least every 5 years



Bylaws 
Update 
Process
(Article XV:  Amendments)

Signed by president and secretary 
Copies to President, Secretary, 

Parliamentarian
Return Signed Copy to Council 

Parliamentarian

Adopted by Association

Must give 30 days 
written notice Post changes for review Adopt by majority vote

Parliamentarian sends through channels to CAPTA

Send to Council 
Parliamentarian

Council Reviews, CAPTA 
Reviews

Returned approved by 
CAPTA

Committee Reviews & Recommends Changes

Complete Bylaws 
Submittal Form Presented to Board Approved by Board

President appoints bylaws committee 
Chaired by Parliamentarian Ratified by the Executive Board

Presenter Notes
Presentation Notes
If you need to make changes to your Bylaws or if it is the year you are due for an update,President will appoint a bylaws committee, chaired by the ParliamentarianRatified by the BoardThe committee reviews the bylaws & makes recommendations for any changesPresent changes to the boardBoard approves changes (can be edited if need be)Fill out the Bylaws submittal form and send to the Council ParliamentarianNOTE that on the 2nd page, you should list any changes on the “list of amendments,” indicating the page #, article #, and section # in sequential order.  Any changes made that do not appear on the actual printed pages must be either typed or written in.You can use the fillable pdf I will send to you or you can go on ebylawsUsing ebylaws, however, does NOT SUBMIT your bylaws.  You still have to print and send to me.The bylaws are forwarded through channelsI will review them and let you know if any changes are necessaryYou may want to send it to me before you take it your board so if there are any significant changes, you don’t have to take it back to your board againDuring COVID, they are allowing us to email them, so the usual copies and $5 fee are not required at this timeI will send it to 33rd District, who sends it to CAPTAThe State Parliamentarian will approve and send back a signed copy that I will return to youOnce you receive it back, you need to:Give your association 30 days notice and post or email the changes made with the meeting announcement (you can post the amendments page, but DO NOT POST the submittal form)In this notice, you can tell them a copy will be made available to them upon requestYour association will vote to ADOPT the bylawsYour president and secretary will sign the bylaws with the date of the association meeting it was approvedCopies with wet signatures are kept by the President, Secretary and ParliamentarianReturn a copy of the signature page to me (scan or mail)



Bylaws 
Cheat 
Sheet

Presenter Notes
Presentation Notes
Recommend you use the Bylaws Cheat Sheet – handy one page reference Fillable one onlineParliamentarians fill out and give president a copy;keep on hand at meetingsIn the body of the bylaws, things in italics or where a blank line is can be changedThese things go on the bylaws cheat sheetFill this out before updating your bylaws



eBylaws

 When updating bylaws, you will need to use 
ebylaws to print the form

 Fill out the Bylaws Worksheet ahead of time 
to help you fill in the information

 You can update and download as many times 
as you’d like

 Completing ebylaws does NOT submit them



getting started with ebylaws

Go to CAPTA.org
Choose  “PTA LEADERS”
     “RUN YOUR PTA”
     “BYLAWS AND 
             STANDING RULES”

Find Info on bylaws here & 
                    a link to ebylaws

Presenter Notes
Presentation Notes
Go to CAPTA.org – PTA Leaders – Run Your PTA – Bylaws and Standing Rules – Check out ebylawsThis page has information on completing your bylaws reviewYou can also download forms and instructions here



ebylaws

Or go DIRECT to ebylaws:
Choose  “PTA LEADERS”
     “SERVICES”
     “E-BYLAWS” 

This will take  you directly 
to the ebylaws page

Presenter Notes
Presentation Notes
On CAPTA.orgOr go direct to ebylaws by choosing PTA Leaders - “Services” – “ebylaws”



ebylaws sign in

Choose “REQUEST 
USERNAME & PASSWORD” if 
you have not signed up.

“ACCESS E-BYLAWS” if you 
have already signed up

Presenter Notes
Presentation Notes
If you have not signed up yet, “Request Username & Password”Once you have received a PIN, you can log in using “Access E-Bylaws”Enter your username and password, and you can start to build your bylawsEnter all the information requested from your unitYou will PRINT this form once it is generated and turn it in to Council.CAPTA has updated ebylaws so it is much better and easier to use now.You fill in all the information, and it populates the form and prepares it for you to download/print



Bylaws Changes

What should be changed when bylaws are revised?
(The following is done for you if you use ebylaws, based on your input)
 Fill in any Blanks.
 Words in italics are options or instructions to be followed. 

 Some apply to out-of-council or incorporated units
 Line out with a single horizontal line sections not applicable
 Write in any changes needed.

 Items with *s cannot be changed.  These are required for CAPTA.
 Most items in the bylaws are there to ensure compliance with rules for non-

profit status or to follow procedure for CAPTA, District or Council

 Standing Rules should be updated to reflect your current practices

Presenter Notes
Presentation Notes
Ebylaws will now fill in all the blanks and cross out any extra italicized words that are not supposed to be there.You will need to fill in the information requested in ebylaws.  Make sure that you check allowance for teleconferencing for boards and committees.If you make any changes to these items, they must be added to the change list of the bylaws submission form.You can save and print the bylaws as many times as you like.  Ebylaws does NOT submit the paperwork for you or change your bylaws.  It is merely a tool to print an updated version of your bylaws. 



Bylaws Changes

Some things to consider:
 DUES CHANGES – must be made in your bylaws and approved by CAPTA, then by 

your association, before being implemented.  
 Special rules apply to student, teacher or family dues.

 ELECTION OF OFFICERS
 Changing elected officers must be made in your bylaws and approved by CAPTA
 Co-officers are NOT allowed.  If you would like 2 people to share the responsibilities, one should be 

elected and the other can be appointed an assistant or standing chair.  If you want the assistant to 
be a voting member of your board, you must include it in your bylaws standing rules.

 STANDING COMMITTEES
 Function year round and chairs are considered members of your board, count in your 

quorum and have a vote.

STANDING RULES 
 Consider creating them for your unit if you don’t have them yet

Presenter Notes
Presentation Notes
I mentioned before about no co-officers.You will want to add any standing committee chairs or assistants to your bylaws.Note:  Once you add it to your bylaws, you must have that position on your board in future yearsStanding Rules can be changed by vote of board & association



Standing Rules

Your bylaws should have 4 sets of 
Standing Rules

 CAPTA generated (included in 
standard form)

 33rd District 
(get from Council)

 Torrance Council 
(get from Council)

 Unit (your PTA) 
(created or revised by your unit)

 Standing Rules are 
consecutively numbered 

 Each section’s SR’s should 
start with the number 
following the last one from 
the section before

  Any pages left blank should 
be numbered and say “This 
page was left intentionally 
blank”

Presenter Notes
Presentation Notes
Standing Rules:Vice presidents listCheck signers (moved to body of bylaws – can no longer be changed without doing an update)Meeting dates for Association &  BoardStanding committees



2022 Bylaws

TELECONFERENCING:  FOR 
ASSOCIATION MEETINGS IS 

ALREADY ADDED.  IF YOU’D LIKE 
TO USE TELECONFERENCING 

FOR YOUR BOARD OR 
COMMITTEES, BE SURE TO 

CHECK THE BOX IN EBYLAWS

IF YOU UPDATE YOUR BYLAWS, 
YOU WILL NEED TO CHANGE 
“CHAIRMAN” TO “CHAIR”

STANDING COMMITTEE 
CHAIRS NO LONGER 

INCREASE YOUR QUORUM 
FOR BOARD, AND ONLY 

FOR ASSOCIATION IF YOU 
HAVE MORE THAN TEN

Presenter Notes
Presentation Notes
Must change “Chairman” to “Chair”Standing Chairs do not affect quorum for board – over 10 increases association quorum by ½ the number of standing committee chairsBe sure to check the “yes” box for teleconferencing for board and committees, defaults to no



Submitting Bylaws

Submit Updated Bylaws to Council 
Parliamentarian via email with:
 Coversheet from 33rd District

 List of Amendments

 Standing Rules

 CAPTA generated SR

 33rd District SR

 TCPTA SR

 Unit SR

(Fees and copies are no longer needed)



Amendments Sheet
List all changes on the amendments sheet.

 In chronological order

 Use numbers from new (revised) form

 Include any changes that were made to 
information in the blanks or anything 
hand- or type-written in

 Changes that are already part of standard 
new form do not need to be listed.

Suggestion:  Send a copy to Council Parliamentarian 
for review before getting approval from your board in 
case further changes need to be made

Presenter Notes
Presentation Notes
Amendments should be listed in chronological order Page #s, sections, etc. reference the updated versionList any changes from the previous version



Adopting Bylaws 

 Bylaws will be reviewed by CAPTA Parliamentarian

 Approved bylaws will be returned to you by Council 

 Once received, vote to adopt at next Association 
Meeting

 Give 30 days written notice to Association
 Include date and time of the meeting 

 Notice of changes proposed (can post amendments list)

 Vote to adopt changes at Association meeting
 Recording Secretary & President sign all signature pages

 Return signature page to Council Parliamentarian

 Bylaws do not go into effect until adopted by 
Association

Presenter Notes
Presentation Notes
Revised and sent for approval through channels every 5 years (previously every 3)Should be updated to current form every 5 years.After recommendations are approved by your unit, send to Council Parliamentarian;  



Questions??



Helpful Resources

 California PTA website/Toolkit:  CAPTA.org

 Torrance Council of PTAs website: 
https://www.torrancecouncilofptas.org/

 Torrance Council of PTAs Parliamentarian:
parliamentarian@torrancecouncilofptas.org

 Torrance Council of PTAs President:  
president@torrancecouncilofptas.org

 Your Torrance Council Mentor

https://www.torrancecouncilofptas.org/
mailto:parliamentarian@torrancecouncilofptas.org
mailto:president@torrancecouncilofptas.org


Evaluation/
Feedback 

Please share your 
feedback so that we 
can make our trainings 
more effective.

Thank you for coming!

Presenter Notes
Presentation Notes
Link to evaluation:  https://forms.gle/uDqoFJN463iVo1xg9
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