Parliamentary Procedure

Nominating Committee and
Elections

* Introductions



General Parliamentary Procedure

Promotes:

 Order

« Equal Opportunity

- Justice

« Right of Minority to be Heard
« Right of Majority to Decide

Parliamentarians aide presidents with proper procedure

The rules support the ideals of fairness, making sure that everyone gets a chance to be
heard, and the majority decides
* You may have wondered why all the rules about giving notice, no proxies or phone
meetings
—so that all sides can be presented and the discussion can be heard by all
that are to decide

Your Bylaws are the guidelines for your unit, and should be followed.
* Parliamentarian is reponsible for making copies of the bylaws and making sure all board
members have a copy
* Bylaws do not get distributed widely.
* Only members may view them, but cannot keep a copy (sensitive financial info
in the bylaws)
* Suggestion: If requested, leave a copy in the office somewhere safe that can be
viewed there.
* This also ensures that you have a copy on hand if you need it at school.

In addition, resources for specific rules:
* Robert’s Rules of Order — official rules for conduct
* CAPTA website and Toolkit — supplemental to your bylaws

A few points of note:

* Only members of the group that is meeting have a right to attend — e.g. Executive Board
meetings are closed. If someone wants to present something, they must be granted a
courtesy seat by the president.

* Only Members of the group may discuss/vote



Who’s the Boss?

President

Executive Board

Association

« Coordinate work

« Preside at meetings

+ Appoint chairs and
committees

« Sign authorizations
and contracts

+ Authorized check
signer

+ Responsible for
annual report

« Official
Representative of
Association

- Transacts business
directed by
Association

= Pay bills

+ Create committees

« Fill vacancies

» Present reports to
Association

» Receive financial
reports
» Protect assets

+ Elects Nominating
Committee

+ Elects Officers

+ Approves/Ratify
Expenditures

« Approve Contracts

» Approve Programs

» Adopt Budget

+ Adopt Audit

« Elect Convention
delegates

Discuss organization of PTA

* Association is the “BOSS”
* Executive Board carries out the work
* President keeps order/coordinates

Role of Principal — Advisor; they are full voting member of the Board, but do not have

control over PTA money.

Principals work with board/president on activities and approve information

sent home with students




Programs & Budget

= Helps plan release of funds :
» Event or Progam Plans
= Presented by Committee Chairs
o Easy way to ensure that actions
are being reviewed & approved
s Record in the minutes
« Committee Reports
= Prepared by Committee Chairs
= Ensures you have a record of
what was done, spent, earned
o Used for the audit
= Record in the minutes

- Calendar of Events » Budget

Prelminary approved in
Spring

o Adopted in September (15

meeting)

= Revised as needed

-+ February
+ June

= All budget changes need to be

approved by the Association

Iltems that should be approved by your Association:
* Programs

* Contracts

* Event Plans

* Budget

* Release of funds

* Any bills paid must be ratified

* Audits are adopted

* Bylaws are adopted

Easy way to ensure your programs and expenditures are approved is to have Committee

Chairs complete:

» program/event plan (prior to program) — presented to the Executive Board, and

approved at Association

* Committee Report (after program) — reports what was done and how monies were

spent (used for audit)




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

Quick Tips: President Presides as Chair
. Minites: Wo Motsn » Make sure you have met Quorum
“ Apprt?\'ed as presented/ correct.ed Eight Steps to a Motion
+ Financial Reports: No Motion « Obtain the Floor
Report filed for audit
« Audit Report: Assoc. Adopts
- Bills: Motion to Pay

o Association ratifies

+ Chair Recognizes
+ Make Motion: “I move...”

« Motion Seconded
Recommendations from Board do

« Program: Assoc. Approves not need a second

+ Budget: Assoc. Adopts + Chair Restates Motion

« Event Plans: Approve - Asks for Discussion

- Fundraisers: Assoc. Approves + Motion can be amended
- Contracts: Assoc. Approves » Chair Calls for a Vote

» Chair Announces Result

Motions should include a record of all actions taken by the group (including the maker of
the motion, wording, action taken), and needs to be recorded in the minutes

Secretary or President can/should request motions that are long and complicated to be
written down for accuracy in the record

Pre-written motions can be used if long/needed are helpful



e
PTA Bylaws

BYLAWS STANDING RULES

» Bylaws are the governing rules + Standing Rules provide the
for your organization procedures/details of the work

- Every officer has a copy + Cannot contradict Bylaws

« Must be provided to members + Units should have these
if requested (don’t give copy or + Changes can be made as
distribute) needed

* Reviewed every year « Amendments can be adopted

» Revised every 5 years & at any association meeting
forwarded through channels with a majority vote/30 day

notice (2/3 with no notice)

 Bylaws committee is
appointed by President &
ratified by the Board

Bylaws Cheat Sheet
Bylaws must be reviewed every year
Revised and sent for approval through channels every 5 years (previously every 3)

Bylaws committee is appointed by the President, ratified by the Board

Committee makes recommendations, presents for approval & forwards through channels

* After recommendations are approved by your unit, send to Council Parliamentarian; will
be returned to you

Any rules from CAPTA, State Financial or District are automatically in effect without revision
of unit bylaws

Standing Rules are procedures and details of the work that are not included in the bylaws

* These are created by your unit — usually by Bylaws committee

* Include: where, when Board meetings are held, details of responsibilities of officers &
how the work is divided

* Other things: Who is responsible for getting the president’s pin,

* Can 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 Parliamentarian



NEW in 2019 Bylaws

« Audit committee is to be appointed by the Board
and ratified by the Association (must be at least
one member in addition to auditor)

» Auditor chairs the audit committee

« Appoint a member to review the monthly bank
reconciliations

Audit committee members cannot be president, treasurer, financial secretary, recording
secretary

Bank rec person can be auditor or someone else

If you are renewing your bylaws this year, you will see this under VIII. Executive Board.

Just a heads up. More info to come on how this will roll out...



Nominating Committee
and Elections




Elect Nominating Committee

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

« Number of members & alternates in bylaws
» Must be PTA member
- Cannot serve 2 consecutive years

 Should be knowledegable about PTA and aware of
qualified potential nominees

+ Principal is advisor (unless elected as a member)
 President does not serve on nominating committee
» President conducts election under New Business

Check your bylaws (Article V — Officers and their Election) to see how many members are elected and how many
alternates

*  Check with your membership chair or recording secretary to ensure that nominees are members of your association
e Check last years Nominating Committee to ensure that anyone who served the previous year does not serve this year

Principal can be elected. If not elected, serves as advisor and does not vote on nominees

Presidents serve ex-officio on all committees except the nominating committee.
Presidents 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 Business
Board may make a recommendation to elect the provided nominees for the nominating committee

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 the
Association.
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 nomination

* If there is only the number of nominees required, a voice vote can be held
¢ If there are more nominees than positions, a ballot vote must be held.



Straw Ballot

Straw ballot is a useful tool for the nominating
committee

« Parliamentarian can create a form and distribute it to
your members

Straw ballot asks for suggestions for offices

= This can be a good way to get new people

+ Use is optional

+ Parliamentarian collects straw ballots and provides
results to the nominating committee
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Parliamentarian & Nominating Comm

- Parliamentarian arranges the first meeting
« Call alternate as a replacement if a member
cannot make the first meeting
« Instruct the nominating committee
= process, job descriptions
= inform committee of officers who have termed out
« Conduct an election of committee chairperson
- Stay only if elected to the nominating committee

Find a time that works for your committee members
* Contact an alternate to serve if someone cannot make it

Have an election of committee chairperson
* Chair person will:
* |ead 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

Parliamentarian 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.
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Instructions to Nominating Committee
« Purpose is to choose best Qualified candidates:
candidates for each office « Member of the Association for
» Review job descriptions 30 days before nomination
« Discuss confidentiality + Must have skills to do the job
« Two year term limits « Supports the mission/purpose
+ Only one nominee per office of the PTA
- Only one office per person + Will commit adequate time
« Consider balancing the board and effort to the duties
- Candidate qualifications » Will be a team player
- Contacting candidates to get * Appreciates the value of
consent traming
« What to do when no candidate * Must agree to serve
is found?
« Answer questions

Instruct the committee

Purpose is to choose the best candidates for each office
Review the job descriptions so that they know what is entailed (or provide copies)
Candidates must be members of the Association for 30 days before nomination
* If notin your unit, but member of another unit, the candidate must purchase a membership
when nominated
* This applies particularly to middle schools and high schools who may recruit incoming freshmen
parents
Discuss confidentiality — this is a closed committee, and all information shared should be confidential so
that frank discussions can be had regarding candidates
* If 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 officers
Nominees must agree to serve
* Not advisable to try to coerce someone
Qualified candidates will:
* support the mission/purpose of the PTA
* commit adequate time and effort
* Appreciate the value of training
A 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 in
Only ONE nominee per office
Check your bylaws to see which offices need to be elected
* Note: 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 election
* If nominees are found, read updated report at the association meeting
* Nominations will be called for from the floor at election
* Any unfilled positions after elections will be filled by the executive board
Give advice on procedures as needed
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Duties of Nominating Committee

+ Contact candidates to provide info on the duties, confirm
they are willing and eligible — do not confirm
nomination until the committee has agreed

» Vote on who to choose as nominee

Chairperson responsibilities:

+ 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

Can make calls during your meeting to ask a candidate you are very interested in
When 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 meetings
Chair arranges to have the slate posted 28 days prior to election
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ELECTION

+ Notify membership of election at least 30 days prior to
election meeting

- Post slate of officer at least 28 days in advance

+ President presides over election

+ Secretary is prepared for ballot vote

» Parliamentarian reads bylaws relating to elections
« Nominating Committee Chair reads report

 President restates slate/introduces; calls for
nominations from the floor; conduects the vote
(See sample script)

Check bylaws to see what month your election meeting is held (many are in February)

Parliamentarian reads bylaws Article V, sections pertinent to election of officers (Section 1,
2,3,4,5,6,7,8,9,11)

Secretary should have a current copy of the members and ballots in case of a contest
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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

Voice Vote can be used if only one nominee per office
If Ballot Vote:

» Tellers are appointed by the President (3 — a chair and 2 tellers)

* Tellers distribute, collect and count the ballots

* Nominees may not be a teller, but can have one person observe the tellers

* President asks all members to rise — members are counted (# members eligible to vote)

Counting ballots:

* # of ballots — all are counted towards votes cast

* lllegal ballots do not count for either nominee — unintelligible, name of nonmember,
ballots folded together

* Majority vote needed
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