
Laurel Mountain PTA Executive Board

Standing Rules

1. Because the Laurel Mountain PTA has a duty to safeguard the children that participate in the activities directed by the PTA, the Laurel Mountain PTA will not tolerate child abuse of any kind and will turn over any information it receives regarding a suspected case of child abuse to the appropriate authorities and will press for the prosecution of the offending party.

2. The Executive Board shall consist of the Officers, the Principal, the Teacher representative, and the Standing Committee Chairpersons. These are the only positions eligible to vote.  Quorum is defined as half plus one of the Executive Board. 

3. The table below describes the current committees and positions and the PTA Officer who oversees each: 

	Committee/ Position
	Oversight by PTA Officer

	Art Volunteers in the Classroom Coordinator– Represents AVIC and communicates activities for this group.
	2nd VP

	Carnival - Oversees the Fall fundraiser and all committees for it. 
	3rd VP

	Clothes Closet - Coordinates Clothes Closet activities for Laurel Mountain. 
	Historian

	Council, RRISD, and Legal Representative – Attends the Round Rock Council of PTA meetings and keeps local membership aware of pending council actions. Monitors School Board meetings and reports pending action to the Executive Board, keeps the local membership aware of pending state legislation and involves the membership in the legislative process.
	President

	Directory - Responsible for the production of the directory, including advertisement sales. 
	Secretary

	Environmental – Promotes environmental education, publicizes and promotes student participation in the Texas PTA Beautification award, Texas PTA Green School award and Texas PTA/EPA environmental poster contest.  The following committees have project leads to work under the chair to assist the environmental program: 
· Grounds Committee - a committee with a project leader works with the Environmental chair and school to enhance the beauty of the school. 

· Recycling Committee - a committee with a project leader works with the Environmental chair to coordinate recycling programs school wide and updating them on a regular basis. 
Special Chair - Environmental Awareness – coordinates PTA Environmental Awareness Program and other programs to assist Environmental Chair.
	Historian

	Family Picnic - Coordinates Fall family event. 
	Parliamentarian

	Field Day - Coordinates with the school to execute a successful Field Day. 
	Parliamentarian

	Healthy Lifestyles - Provides services and education through the PTA that will promote healthy lifestyles in the home, school and community; emphasizes the connection between healthy lifestyles, behavior and learning; promotes parent and community involvement in helping develop healthier schools; coincides with the district and school policy development to support a healthy school environment.  The Chair may form a committee that will collaborate with the District’s School Health Advisory Council (SHAC).
	2nd VP

	Grade Level Coordinator Lead – Acts as a liaison between the school and Grade Level Coordinators and other parent volunteers for classroom and school wide functions.
	1st VP

	Hospitality – Creates a feeling of friendliness and warmth at PTA meetings by arranging for refreshments as needed and acting as hostess; stocks parent room; coordinates cookies and milk for “PJ and Story Night.”
	President

	Inclusive Committee/Cultural Awareness –Works together with the Welcoming committee to increase sensitivity to all situations and families in the school community and creates opportunities for maximum participation in all PTA activities.
	Secretary

	Marathon Kids - Manages activities associated with the weekly after-school run October through February. 
	2nd VP

	Marquee and Banners – Updates Marquee as needed; orders banners as needed.
	President

	Membership/PTA Recognition – Builds an informed and participating membership by enrolling parents, teachers, and interested citizens and assures memberships lists and dues are sent to the State PTA on time.  Facilitates PTA Awards.
	Treasurer

	Music Volunteers in the Classroom Coordinator– Organizes the MVIC program that introduces composers and musicians to students.
	2nd VP

	Newsletter – Solicits information from other committee chairmen for newsletter; edits, designs and electronically distributes 3 - 4 times per school year. 
	President



	Online Volunteer Coordinator – Encourages participation by parents and interested citizens in school programs to aid other chairmen in securing volunteer workers.  Facilitates volunteering for PTA sponsored events and school events as requested through the administration of iVolunteer.Works with committee chairs to set up iVolunteer webpages for events.

Reporting Volunteer Coordinator – Facilitates all volunteer reporting to RRISD and all volunteer recognition.

· Monthly sends reminders to volunteer email list to report hours not captured by Raptor, obtains volunteer hours from school registrar and determines total number of volunteer hours for the month.  Total hours shall be reported to RRISD by 10th of each month.
· Monthly, provide volunteer hours and winner to the Publicity Chair for posting at the Office bulletin board.
· Annually assist the Principal in the selection of a volunteer, mentor and student volunteer of the year.
· RRISD Partners in Education representative, attends PIE breakfast and training.  Provides PIE Awards raffle prize.

· Recognize volunteers every 9 weeks. PTA officers pick from 3 categories which are outstanding school volunteers, a teacher/staff, a random volunteer that is picked from the volunteer hours list.

· Annually recognize the 100 volunteers with the most hours.
	1st VP

	Outreach – Helps organize assistance for LME families through an emergency need, family loss, etc.  
	Historian

	Parent Education – Works closely with the school counselor to present programs to parents on various parenting topics; oversees Watch Dogs. 
	1st VP



	Pride Night - Oversees the Spring fundraiser and the committees for it. 
	3rd VP

	Publicity – Oversees internal and external communications regarding the PTA. 
	President

	Rebates - Organizes and publicizes rebate opportunities for the school. 
	3rd VP

	Red Ribbon Week – Coordinates with the school the activities during the week and order supplies for the event.
	Historian

	School Supplies - Directs the annual school supply drive from the ordering through the distribution. 
	Parliamentarian

	Safety – Addresses safety related issues, makes membership aware of safety issues, and coordinates recognition of safety patrol.
	Parliamentarian

	Site-Based Advisory Committee Representative – Attends SBAC meetings; participates in the collaborative effort of principals, teachers, campus staff, district staff, parents and community representatives to assess educational outcomes of all students; determine goals and strategies; and insure that strategies are implemented and adjusted to improve student achievement.
	1st VP

	Skating Party – Organizes and promotes 1 Skating party in the Fall and 1 Skating party in the Spring.
	Parliamentarian

	Staff Appreciation Week Coordinator - Plans, organizes, and directs activities/programs that recognize and show appreciation for our school staff and teachers on Staff Appreciation week. 
	Secretary

	Staff Hospitality –  Coordinates hospitality activities for staff including brunches, birthdays, and after school snacks.
	Secretary

	Student Enhancement – STEP- Focuses on programs that will complement the curriculum for each grade level and for the school community, and oversees the standing and special committee chairs.  Special committee chairs attend executive board meetings but don’t vote.

Standing Chairs:

· Destination Imagination – oversees training of coaching and the organization of teams.

· Math Superstars – Offers weekly voluntary math enrichment activities for students.

· Take Home Science Kits - oversees distribution of take home science kits for each grade level. 

Special Chairs:

· Reflections – Organizes and promotes student participation in the National PTA Reflections programs and subsequent recognition programs.

· Science Fair – Organizes and promotes School Wide Science Fair.

· Global Fest – Organizes and promotes Global Fest for students. Global Fest invites cultures/countries represented within the school community to host a booth that celebrates individual aspects of that culture/country.
	2nd VP 

	T-Shirt Coordinator - Directs all activities related to the annual shirt sale from the design, through the ordering and distribution. 
	3rd VP

	Webmaster – Maintains website for PTA and Electronic Welcome Packets
	President

	Welcoming Committee - Works with all committees to welcome new parents to Laurel Mountain.  Also helps the Family Picnic organizer as needed.  Organizes K Round Up, and Kindergarten Orientation and K Picnic.
	Secretary



	Year Book Chair - Directs all activities associated with the production of the yearbook. 
	3rd VP


4. A Finance committee will be formed at the beginning of the year to serve in a fiduciary role throughout the school year.  This Finance committee will consist of the following people: the Treasurer, the President, the Carnival Chair, the Pride Night Chair, a maximum of 2 other PTA Officers, and a maximum of 2 Executive Board members.  This committee will not exceed 8 members.  The Finance Committee will have responsibility to review the Carnival Wish List, other fundraising projects, and budget amendments.  The Finance Committee will also meet before the end of the fiscal year to discuss, plan, and propose a budget for the following year.

5. Standing committees can be added to the Executive Board as deemed necessary after the Budget Committee recommends what events will be necessary to fund the budget and the general membership has accepted the proposed budget.

6. The president can request a vote via email when deemed necessary.  A vote taken outside regular or special meeting requires quorum and shall be ratified at the next Executive Board Meeting. Complete accounting of the number of votes cast and results will be given at the next meeting and included in the minutes. 

7. To gain approval for a new event (school-wide activity), the committee must have presented a recommended plan of action and obtained approval from the officers before presenting the plan to the Executive Board.  The Executive board will discuss committee recommendations and vote on them at the Executive Board meeting.

8. If a chairman needs Executive Board approval for an event or program and cannot attend the Executive Board meeting, a written report should be delivered to the President and Secretary a few days prior to the Executive Board meeting.  This ensures that the items will be discussed and voted on at the Executive Board meeting.

9. All discussions at an Executive Board meeting will be limited to the motion on the floor.  Discussions will be limited to 5-7 minutes on any one subject with pro and con speakers alternating.  Time will be added if a subject demands more attention.

10. Memorial gifts, gifts due to the serious illness of others who made significant contributions to PTA and/or educational contributions will be limited to $50, and the Treasurer is authorized to disburse funds for this purpose.

11. The SBAC PTA positions, two or more, as are needed to maintain the correct ratio on the Site Based Advisory Committee (SBAC), shall be elected by the Executive board in the month of September for a two year term.  SBAC representatives shall be limited to two consecutive terms, unless their children are no longer at Laurel Mountain Elementary School.  In that case, the Executive board will choose a person to complete the remaining term.  SBAC PTA representatives should be members in good standing of their local unit PTA.  These representatives shall become members of the Executive Board and each have a vote on the executive board.

12. All deposits given to the PTA Treasurer by PTA committee chairpersons must include an itemized list of checks/cash, a total amount, and the signature of the person who counted the money and prepared the deposit detail.  The PTA Treasurer will double-check the figures, make note of any discrepancy, and add his/her signature to the documentation to be filed as backup documentation for the bank deposit.

13. All reimbursement request forms must be signed by the Committee Chairperson for that area. 

14. Any PTA or Carnival Committee requiring a cash box for an event must fill out the Cash Box Request Form a week in advance and submit to the PTA Treasurer.  The PTA Treasurer will obtain the requested cash and deliver to the PTA Chairperson.  A PTA Chairperson must sign for the cash amount.  When returning the cash box and deposit back to the PTA Treasurer, the money must have been counted by a responsible party from that PTA committee and his/her signature must be included on the deposit detail. 

15. For detailed procedures regarding Carnival cash boxes and deposits, refer to the Carnival Standing Rules.

16. Each year, the PTA will reward the Anna Mitchell Scholarship in the amount of $500 to a previous Laurel Mountain student who is a graduating Westwood senior.  The Parliamentarian will chair a committee for scholarship selection process.  The committee shall be made up of 2 Executive Board members plus the Parliamentarian.

17. All Community donations will be reviewed and considered for approval annually by the Ex. Board at the first Board meeting, if the amount of the donation deviates from the previous year.

18. Any pricing decisions affecting the Fall or Spring fundraisers must be approved by the Executive Board. 
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