Bylaws 

Episcopal Day School Parent Service Organization

2007

ARTICLE I:  Name

The name of this organization is the Episcopal Day School Parent Service Organization (PSO), Pensacola, Florida.

ARTICLE II:  Purpose

The PSO is organized to provide the parental support system of Episcopal Day School (EDS).  Its purpose is to promote the goals of the administration and teachers of the school so that the students’ academic, social and spiritual experiences are enriched.  The PSO engages in limited fundraising activities to fund its work.

ARTICLE III:  Membership

A.  Regular Membership:  All parents/legal guardians of EDS students are regular members of the PSO.  Annual dues are included in each family’s tuition bill and are collected by the school.  Regular members may attend and participate in all PSO meetings and activities, are eligible for PSO Board membership, and are responsible for electing the members of the PSO Board.

B.  Honorary Membership:  All faculty and staff of EDS, and all EDS Board members who are not parents of current EDS students are honorary members of the PSO and do not pay dues.  Honorary members may attend and participate in all PSO meetings and activities, but shall not have the right to vote or to hold office (except the Teacher Liaison who is a member of the PSO Board).

ARTICLE IV:  Meetings

A.  General Membership:  At least one general membership meeting will be held each school year.  The time and place will be announced at least fourteen days prior to the meeting.  Additional general membership meetings may be called by vote of the PSO Board.

Those persons present at a properly called general membership meeting will be designated as a quorum (minimum of seven members not currently serving on the PSO Board) and shall be entitled to take action on behalf of the organization.  A majority vote of the members present at any meeting shall be required for all action to be taken by the organization.

B.  PSO Board:  The PSO Board will meet each month, and the meeting schedule will be published on the PSO annual calendar.  Additional meetings may be called by the president.  Board meetings are open to all members, regular and honorary, of the organization.  At least five members of the Board (including the President) must be represented for a quorum; proxy voting by absent members is allowed.


ARTICLE V:  Officers

A.  Positions:  The elected officers of the PSO shall be President, President-Elect, Secretary, Treasurer, Information Director, K3-K4 Member-at-Large, K-2nd Member-at-Large, 3rd-5th Member-at-Large, 6th-8th Member-at-Large, Volunteer Coordinator, and Teacher Liaison.  The elected officers constitute the voting members of the Board (the president shall vote only to break a tie).

B.  Duties and Terms of Office:  As members of the PSO Board, all officers will assist in the selection and appointment of chairmen for PSO committees.  Upon expiration of his/her term of office, each officer shall present to the president all records, books, and other materials pertaining to the office.  He/she shall also present all funds pertaining to the office to the treasurer.  

With the exception of the Teacher Liaison, officers may serve no more than two consecutive terms in the same office, except in the case of fulfilling a partial term or with approval of the PSO Board.  

In addition to the duties described below, officers are expected to attend no fewer than half of all Board meetings.

1.  President:  The president is the principle executive officer of the organization and subject to the 

     counsel of the PSO Board and the EDS Board.  The president shall preside at all meetings of the 

     PSO and all meetings of the PSO Board.  He/she shall coordinate the work of all committees of the 

     organization so that the PSO purpose is promoted in all activities.

2.  President-Elect:  The president-elect shall act as aid to the president and perform the duties of the   

     president in his/her absence or inability to serve.  After serving for one year, he/she shall become 

     the president of the organization.

3.  Secretary:  The secretary shall attend all PSO meetings and keep the minutes of the proceedings 

     of the organization and the Board.  If the secretary cannot attend a meeting, he/she shall ensure   

     that  another PSO member will keep the minutes.  He/she shall ensure that all notices are fully 

     given and distribute copies of the minutes to the Board members within 48 hours of all meetings.  

4.  Treasurer:  The treasurer shall have charge of and be responsible for all funds of the organization.  

     He/she shall receive and give receipts for monies due and payable to the organization from all 

     sources and shall deposit such funds in a bank selected by the Board.  The treasurer shall make 

     disbursements as authorized by the Board in accordance with the budget adopted by the 

     organization.  He/she shall keep an accurate record of receipts and expenditures, present a 

     financial statement at every meeting, and give copies of all statements to the school’s business 

     manager.  

5.  Information Director:  The information director shall be responsible for publicity for all events 

     of the organization.  He/she shall copy and distribute PSO information on an as-needed basis and 

     shall maintain the PSO bulletin board.

6.  Members-at-Large:  The members-at-large shall serve as representatives for their respective 

     grades and coordinate PSO activities with the grade representatives.  

7.  Volunteer Coordinator:  The volunteer coordinator shall assist the president in coordinating and 

     distributing the PSO volunteer form.  He/she shall collect and organize the completed forms, and 

     provide committee chairmen with lists of volunteers for their activities.  The volunteer coordinator 

     shall assist chairmen in recruiting volunteers if needed.

8.  Teacher Liaison:  The teacher liaison is appointed by the EDS Principal.  He/she shall act as an 

     advisor and liaison between the PSO and school staff.  The teacher liaison shall help maintain 

     open lines of communication between parents and teachers and help coordinate PSO sponsored 

     activities with the school leadership.

ARTICLE VI:  Election of Officers

The nominating committee shall consist of the members-at-large, the president-elect, and the president.  The president shall serve as chairman of the nominating committee.

A slate of nominees for office will be presented by the committee at the March PSO Board meeting.  Other regular members of the PSO may be nominated and presented to the committee for inclusion on the slate, but nominations will be closed two weeks prior to the April election.   The officer election will include all Board members except the teacher liaison (appointed by the principal of the school) and the president (approved as president-elect the previous year).  All regular members of the PSO are eligible to vote.

The nominating committee shall be responsible for publicizing and conducting the election.

Officers shall assume their duties at the close of the current school year following elections.  If a vacancy occurs on the PSO Board before a term expires, the Board will appoint a replacement to finish the term.

If a Board member is not fulfilling his/her duties, the PSO board may choose to appoint a replacement to finish the present term.  This decision requires a simple majority vote of Board members.

ARTICLE VII:  Standing and Special Committees

Standing and special committees shall be determined annually as deemed necessary by the PSO Board to promote the purpose of the organization.  Committee chairmen shall be determined on a volunteer basis as recommended by the president and volunteer coordinator with approval of the PSO Board.  Chairmen may serve no more than two consecutive terms unless authorized by a majority vote of the PSO Board.

Committee chairmen shall be issued guidelines and will be responsible for monitoring their expenses according to the budget.  Chairmen are expected to maintain a notebook of information to be used by future chairmen and to give oral and/or written reports of all activities to the PSO Board.  

Every committee chairman is expected to have an assistant chairman.  The assistant chairman may or may not become chairman of the committee in the future, but will be knowledgeable regarding all activities of the committee.  In the event that a chairman cannot fulfill the obligations to the committee, the assistant chairman is expected to finish the current year’s activities

ARTICLE VIII:  Finances

The PSO Board shall present a budget of anticipated revenue and expenses for the year at the general membership meeting.  This budget shall be used to guide the activities of the organization and the PSO Board during the year.  Any substantial deviation from the budget must be approved by the PSO Board.

Two authorized signatures shall be required on all checks above $500.00.  The treasurer is required to sign all checks.  A second signature must be that of the president or EDS Board member.

All expenses of the PSO must be approved by the organization as presented in the budget.  Any two members of the PSO Board shall have the authority to spend up to $500.00 on items not specified within the budget and without bringing the purchase before the PSO Board if there is not adequate time to do so.  The disbursement must be reported to the PSO Board at the next scheduled meeting.  A PSO member who spends money outside the budget and/or the financial procedures of these bylaws may be held personally liable.

No loans shall be made by the organization.  All money must be deposited by the treasurer in a bank approved by the PSO Board.  All deposits and/or disbursements shall be made within a maximum of seven days from the receipt of the funds and/or orders of payment.

ARTICLE IX:  Rules of Order and Authority

The rules contained in Robert’s Rules of Order (current edition) shall govern this organization in all cases in which they are applicable and in which they are not inconsistent with these bylaws.

These bylaws may be altered, amended or repealed and new bylaws may be adopted by the Board.

If any part of these bylaws conflict with the decisions, policies or procedures adopted by the Episcopal Day School, they shall be deemed null and void, and the decision of the Episcopal Day School Board shall, in all cases, control.

ARTICLE X:  Dissolution

To dissolve the PSO, the issue must be presented to the general membership and a vote taken as to whether the organization should be dissolved.  Upon dissolution, all funds, books and records shall be turned over to the EDS Business Manager.

