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?he;ran-re *{this a*n1-.rcfit orgarrizati-,-r: shall be t}re 5a1e:n }{*ights Par<::t,'Teachei Ciuh ili-{ ii?f i.

AETICL0 II: MISSIOFI STATE&I{F{T

Ta er:ricit eciucatit-:n ai Saiem. Fleights Elementary b-v organizing aciiviiies ar:d progiarns, raising and
distributing fi,rnis" and arganizing ccn:muaity volunieers.

ARTICLE {Itr: GBJECTIVES

1. Prcmote closer cooperation and cornmunication between ihe home. neighborhocd and schcoi.

2. Organize flrnd iaising activities during the school year to suppiement the equipment and
aetivities provided by the school district.

3. Encourage community input and volunteer assistance fcr Salem Fleights programs and activities.

4. Advocate for and sponsor appropriate pragrams and organizations not provided by the schooi.

ARTICLE IV: LIMITATIONS

1. No inciividuai SH P I C member has the power to enter into contracts of any narure unless
approved in advance by an affirmative vote at a SH PTC meeting.

2. In the absence of written consent, no committee member shall be required to provide any sum of
money, property or services described herein, to the SH PTC.

3. The SH PTC shall have no power to bind any member of the school distict to any debt, liability
or obligation in the absence of any written authorization from the part to be bound.

ARTICLE V: MEMBERSHIP

1. Membership in the SH PTC is open to any parent, caregiver or adult person having care and
custody of a child enrolled at Salem Heights Elementary School, Salem Heights School staff
members, Salem Heights School business partners, and any interested adult living or working
within the Salem Heights School attendance area.

2. The SH PTC shall hold regular monthly meetings.

3. The membership shall by guided by the SH PTC Offrcers as outlined in Article VL

4. Anyone meeting the requirements of membership shall have a vote when attending a meeting.

5. Proxy voting and absentee ballots will not be permitted. Voting by e-mail will be allowed if it is
determined necessary by the PTC Officers.
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If a *ie*rbe{ e€ases t* meet:he r*quireri?fnts ta be a mcmber of the SE-i PTC. th** thai persofi
shall ne longer havs a v+te rryhen atte*diag a SH FTC rrreetirag.

A-:r anaual reeruitment of SLI PTC members shail be conducted at the st*rt cf the acadernie
schaoi year. Pareats registering children f*r schaol in the spring wi1lbe given inf*r:nation
regarding the SH PTC"

AETICLE 1T: PTC O$'i'ICERS AND ELECTISNS

SH PTC Officers shall be: chairperson, vice-chairperson, secretary, treasurer, and volunteer
coordinator.

Secretary and treasurer may be combined if agreed upon by avote of two-thirds of ttre
membership in attendance.

Officers shall be eiected annually at the May meeting. Candidates for Office must present a
short synopsis of his&er qualifications and what helshe hopes to accomplish during his/her term.

Election of officers shall be accomplished by secret ballot. To be elected, a person must receive
tws-thirds of the vote of members in attendance.

Each spring, a publicity campaign and candidate search for PTC Officer positions must be
conducted for the next yearos council, regardless ofcurrent officers intent to serve in their elected
position for another yaar. It is recommended that a search for PTC Officer candidates begin
before spring break-

Officers are elected for a term of one year and are not eligible for the same position for more
than three consecutive years. If no other member is presented as a candidate for an office, the
current offrcer may continue in hisArer position for up to five years.

A person shall not serve as chairperson for SH PTC if he/she is employed at Salem Heights
School. However, the chairperson may be a Salem-Keizer School District employee at another
location.

A vacancy occurring in the office of chairperson shall be filled by vice-chairperson. A vacancy
occurring in any other offlrce shall be filled for the unexpired term by an individual who is voted
in by two-thirds of the members of the SH PTC in attendance.

Recall of an officer: the SH PTC, if agreed upon by a vote of two-thirds of the membership in
attendance, may expel a SH PTC officer. Expelled SH PTC officers may not rua for re-election
or hold another SH PTC office.
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;\1i ciEcers shaiX peri+rin iite di:ties as iiescribe* beil:rr,. The.v si";aii.jeii.,.er ti-. ihei; su.iessuis lc
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s" Chairperson
i. Preside at ali rneetings of iire organization.

ii. Enfcrce ali bylaws and keep an updated versicn *f the bylaws cn file at the
schcol.

iii. Iniplemenr all decisions approved by the FfC membership.

iv. Be a pari,v signature to any SH PT'C bank aecounts.

v. Sign all tretters. repcrts and other cornmunications of Sll PTC.

vi. Appoint the chairperson of standing commitrees and other f,unetional
cornmittees as needed.

vii. Be an ex offieio membel of ail standing eommittees.

viii. Make the agenda for each rnonthly meeting r,vith eonsultation from the
principal and the vice-chairperson.

b. I/ice-Chairperson

i. Accept the office of chairperson in the event of a vacancy in this office.

ii. Act as an assistant to the chairperson in all duties of that office.
iii. Act as chairperson in the absence of the chairperson in meetings.

iv. Be a party signature to any Si{ PTC bank accounts.

c. Secretary

i. Keep an accurate record of all meetings.

ii. Post minutes on the PTC bulletin board and to the Salem Heights website as
soon as possible (within 2 weeks).

iii. Notifr members of all special meetings.

iv. Serve as chairperson at any meeting in the absence of the chairperson and
vice-chairperson.

v. Keep an archived record of all minutes on file at the school office and
electronically.
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1ii. Keep an arehived record cithe mr:rthi-:"' oi;cgei- r*pci-ts; ledg;r. ieam repoi-ts.

baak statements and bank reca*ciliati*:i ol iii* al the srho,-..] *ifi*e anil
elr';tr''lnieall1.

iv. Present a buCge; slaten:ent at every meeiing of the SH PTC tirat includes
income, expenses, aliocations and continuing annuai expenses.

.i. Every fuIa;r have ihe ilnancial accr:unt revie'w-ed b,v rire newLy eieeled
chairperson and heasurer. The results of this revier,v are tc be repaded at the
Ji:ne meeting (ar the irrst meeting of lhe next sehooi yeat;.

vi, Provide an audit of the financial acccunt iireqr;ested by the majcriB- cf tire
SH PTC at any tirne.

e. Yolunteer Coordinator
i. Encourage and recruit parents and community ntembers to volunteer at Salem

I{eights.

ii. Act as a liason befw.een staffand volunteers.

iii. Coliect voiunteer forms, separate them into areas of interest, and disrribute
volunteer contact information to appropriate people.

iv. Verify that all volunteers have undergone baekground checks prior to
volunteering.

ARTICLE VII: FINANCIAL PROCEDURES AND GTJIDELIF{ES

1. Furpose

a. Ensure that SH PTC funds are properly managed.

b. Ensure that funds are handled in accordance with non-profit regulations.

c. Ensure that all funds have an accountability trail.

d. Ensure that all volunteers, children and staff are protected from claims of financial
impropriety.

2. General

a. The budget calendar year nins from July 1 - June 30.

b. Funds raised in one budget year are targeted for use inthe next budget year.

c. By October, the SH PTC Offrcers will submit a proposed budget for the school year, to
be approved by vote of the club membership. A portion of the budget shall be allocated to
teachers and staff for materials and programs.

d. By October, the SH PTC Officers will submit proposals for the year's major fundraisers,
to be discussed and approved by vote of the club membership.
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Funds are tc be lieicl and disb*rsed iix*ugh a eocffiiereiaily laeld back accou:rt and r:a*st

be distributod b_v a eheck tiiat is sig:red by twc SH PTC *fIieers. i*eiuding tlie trsasurer"

lic cireck sitail be issued:vithout roceipts anrl a signed reilnbursei*ecii for:n.

No blank eheeks -qhali be issued"

N* check shall be signed by the payes.

No reimbursement shall be made in casii.

On June 30 of the budget year a1i remaining firnds will revert to the SII PTC general

flmds account uniess a request for a specific"catry over" project has been approved.

3. Inc*nae Guidelines

Ali incorning eash from lundraisers shali be eounted by 2 individuals. in a corrunon area.

it shall be documented cn the income fonn iavailable fi'cm Oifice Manager.).

Check amounts shall be summarized using a spreadsheet or adding machine tape.,vhich
accompanies the income forrn.

All money must remain in the sehool safe until a depcsit is made. If the cash is collected
after hours, it must be deposited or secured in the safe on the next business day.

4. Reimbursements & Funding Requests

All requests for reimbursement must be submiued to the SH PTC treasurer by June 20tr

ofthe current budget year.

Budgeted Reimbursements

i. Teachers and staffmembers who have been allocated frrnds in the budget may
submit receipts for exlrenses directly to the treasurer for reimbursement. They
may also request pre-payment by submitting billing/order forms.

ii. Expenses totaling more than $200 and only referred to generally in the budget
must be pre-approved by a vote of two-thirds of the PTC Membership in
attendance. Examples: assemblies, extemal programs, general equipment needs,

iii. Expenses totaling more than $200, but specifically mentioned in the budget as a

line item, may be reimbursed directly by the treasurer without a vote. Examples:
Field Day, Family Nights, 5tr Grade Graduation/Field Trip, Reading Rascals
Program, Web fees, Babysitting Fees, Printing Costs.

iv. Coordinators of SH PTC approved projects may submit billing/pre-
payment/receipt forms to the SH PTC Treasurer for funding.

Funding Requests

i. Teachers, staffmember, PTC Officers, parents or volunteers may request
additional funds for non-budgeted items such as school projects, assemblies,

equipmen! activities or supplies using the SH PTC Funding Request Form.
Forms can be obtained from the school office or the SH PTC Treasurer.

ii. All funding requests are subject to a SH PTC membership vote, and must be

approved by two-thirds of the membership in attendance in order to be funded.
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Req:;est f-'.rrm al l*:rsr i il da.,v5 pri::i tc ti:e ne:<t rr;ht'triieil Si1 PTC meeiifig. Thr
T:Eas,-:rer shali have iirc principal iivie ',r'requ-sis priLrr iil lhe :neelins.

i " Requests ieceivsd iiwer than l0 da;rs pli:r t* ihe ilierililg wiii be

discussed ai the riiscreticn cithe ;hairpelscr.

:. If th* diseussion of a {sqriest takes m+re tiine than is avaiiabie, the
plopcsal item can be tabied until the rert monthi.v meeting, as determiaed
by the clraiiperscn.
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