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Name

The Name and location of this organization shall be Northern Hills Elementary Parent Teacher Organization
(PTO), Northern Hills Elementary School, 910 East Ave N. Onalaska, WI 54650

Mission
The mission and purpose of the Northern Hills Elementary PTO is to support and enrich educational
opportunities for students at our school. The relationships within the Northern Hills Elementary School
Community, which includes students, families, and staff, are a vital influence on the success of our children's
futures. Therefore, our purpose is to foster open communication and a sense of support, pride, enthusiasm, and
excellence for the educational process at Northern Hills Elementary School.

Policies
The policies shall be developed through meetings, conferences, and committees and shall not direct or control
the administrative activities of the school. Funds earned through PTO activities shall be used to fund education
projects, equipment, and activities for Northern Hills students and staff.

Article I: Membership
[1] The members shall be the staff of Northern Hills Elementary and the parents or guardians of students
attending the school. This body of members will be referred to as the “general members”.
[2] The PTO general Board shall consist of all members present at any monthly meeting.
[3] The PTO Executive Board shall consist of the elected officers.
[4] Any general member is welcome to attend and provide input as a member of the PTO Board.
[5] Regular meetings shall occur at a minimum of one per month; September through May. The purpose of the
PTO meetings shall be to set goals/focus for the school year/month, organize agenda for upcoming meetings,
approve routine bills, and to discuss upcoming events, concerns, and/or issues facing the PTO.
[6] Decisions at meetings will be made by a plurality vote of present members. A discussion of each issue will
precede each vote.

Article II: Elected Positions and Duties
[1] Elected Officers:

The PTO Executive Board shall be composed of any combination of the following elected officers to
minimally include two co-presidents, a secretary, and a treasurer.

[2] Elected Officer Duties:
Co-Presidents:

A. Preside at meetings of the organization and of the Executive Board.
B. Perform such other duties as assigned by the organization.
C. Serve as a member ex-officio of all committees except the nominating committee.
D. Advise and assist the work of the officers and committees of the organization in order that the

objective may be accomplished.
E. Submit PTO news to the school contact persons.
F. Represent Northern Hills PTO at district-wide functions when representation of the group is

necessary.
G. Keep the Executive Board abreast of information in a timely manner.
H. Serve as an authorized signature on all PTO accounts.



Secretary
A. Attend PTO meetings and record the official minutes.
B. Record attendance of member present and absence of elected officers.
C. Distribute a summary of the meeting minutes within one week of the meeting.
D. Preside over meetings at which the co-presidents are unable to attend.

Treasurer
A. Attend PTO meetings.
B. Serve as an authorized signature on all PTO accounts.
C. Maintain accounts and present a financial statement at each PTO meeting.
D. Prepare and present a written financial report at the end of the current school year for the

incoming Board.
E. Make all deposits and/or disbursements within a maximum of 5 business days from the receipt

of the funds and/or orders of payments.
F. File all necessary PTO tax paperwork after the academic year has ended.
G. Maintain PTO Tax Exempt Status.

All Elected Officers Shall
A. Perform duties as outlined.
B. Decide on fundraisers and services to be provided during the school year.
C. Decide upon chairperson(s) for events and services sponsored by the PTO.
D. Have one (1) vote.
E. Approve the budget and routine bills throughout the year.
F. Deliver all appropriate records to the appropriate contact persons.
G. Be able to resign at any time by giving written notice to the Board.
H. Establish meeting times and give the general Board a minimum of 5 days advance notice of time

and place. In the case of an emergency, all Executive Board members must be contacted and
informed of an upcoming meeting.

I. Inform the Secretary in advance of absence(s) from meetings.

Article III: Non-Elected Positions and Duties
[1] Non-Elected Officers are a member at large, past president (at their discretion), or a teacher representative.
When desired, several individuals may share a position. The PTO Executive Board has the authority to reassign
specific job duties as required and delegate these duties if non-elected positions are not filled. Non-elected
officers should attend PTO meetings regularly.
[2] Non-Elected positions and duties may include, but are not limited to:

A. Event Committee Members:
Plan PTO-sponsored events such as but not limited to Open House/Fall Kick-Off, Donuts with Grown Ups,
Fun Fair, Color Hawk Walk, etc.
Events need to be approved by the Co-Presidents or majority of the Executive Board. Other functions can
be added as necessary. Assemble and preserve a record of all event planning tasks and processes use for
future Boards.

B. Volunteer Coordinator:
This official creates volunteer sign-up lists for PTO tasks and events and sends out opportunity memos to
the general membership on a regular basis, explaining upcoming volunteer needs. The regular basis
should be agreed upon by a majority of the Executive Board. Communicate requirements/instructions
for each event to the volunteers obtained.



Examples of events that volunteers are needed for are:

● Restaurant Give-Back Nights Coordinator: Arranges 2-4 Restaurant Give-Back Nights throughout
the year. Typical give-back amount requested is 20-25% of the proceeds. (Last updated 2022)

● Birthday Book Distributor: Needed once per month during the school lunch periods.
Volunteer(s) stock a library cart with books to gift to the students with a birthday that month.
***A background check is required for this volunteer opportunity***

● Teacher and Staff Hospitality Coordinator: Plans Teacher Appreciation weeks, Parent Teacher
Conference Meals, and other ways to celebrate and acknowledge Northern Hills faculty and staff
throughout the year.

● Flyer, Yearbook, and Spirit Wear Distributor: Needed several times throughout the year to
distribute PTO supplies to the students in their classrooms during school hours.

C. Publicity and Social Media Coordinator:
Update and distribute monthly and yearly PTO information, as appropriate, to the community. Keep the
PTO social media pages and websites up-to-date.

D. Administrative Representative:
Act as an advisor and liaison between Northern Hills and the PTO. Administrator will serve as a
non-voting member. The administrator retains final approval or veto power of any function, if said
function will interfere with procedures, policy and/or the best interest of Northern Hills Elementary
School.

Article IV: Nomination, Election, and Installment of Officers
[1] Nomination:

A. No person shall serve more than three (3) consecutive terms in the same position.
B. The Executive Board will collect self-nominations from interested parties in April for the following
academic year.
C. Electronic voting will be open to the general membership in early May.

[2] Election:
A. All members of the PTO and general membership are eligible to vote.
B. Electronic ballots will be sent to the general membership in April or early May. Ballots will be counted
by the PTO Executive Board Members.
C. A plurality vote is required to win the election.
D. Vacancies on the Executive Board occurring during the school year may be filled by a person approved
by the majority of the Executive Board and an Administrative Representative.

[3] Terms:
A. Officers terms will run from June 1- May 31.
B. The outgoing Executive Board will work with the new Executive Board in May and
June to form the budget for the following year and to transition the responsibilities to new Board
members.

[4] Installation:
A. New officers will be announced in May. New officers will be installed June 1.
B. Upon installation, the officers will assume their duties as officers-elect, working with the current
Board and will assume sole responsibility of their offices in June.
C. The new officers will meet prior to the last day of school, unless an alternate date in June is mutually
agreed upon by the current and upcoming Executive Board.



Article V: Organization Monetary Policies
[1] All monies of the PTO shall be deposited by the Treasurer in a Federal or State chartered bank or credit union
approved by the Executive Board.
[2] The authorized signature of the account shall be the Co-Presidents and Treasurer.
[3] The account shall be carried in the name of “Northern Hills Elementary PTO”.
[4] The PTO Executive Board will develop a financial budget for each school year. The budget will be presented
and approved by the PTO General Board prior to the start of the school year.
[5] Financial obligations will not be made without sufficient funds to cover commitments.
[6] The General Membership will be kept informed of financial decisions at PTO Meetings.

Article VI: Amendments to the By-Laws
[1] The PTO by-laws may be reviewed and/or revised by the Executive Board as necessary to meet changing
conditions in the school and community and brought to a vote of the General Membership at any regular
monthly meeting.
[2] Notice shall be given five (5) days prior to the meeting.
[3] A vote of two-thirds of present members is required to approve by-law changes.

Article VII: Dissolution of the Organization
[1] Upon the dissolution of the PTO, assets shall be distributed for one or more exempt purposes within the
meaning of section 501c3 of the IRS, or corresponding section of any future federal tax code, or shall be
distributed to the federal government, or to a state or local government for public purposes.

Article VIII: Charitable Organization Clause
[1] The PTO is organized exclusively for charitable and educational purposes, including, for such purposes, the
making of distributions to organizations that qualify as exempt organizations described under Section 501c3 of
the Internal Revenue Code, or corresponding section of any future federal tax code.

Under penalties of perjury, I declare that I have examined this request, or this modification to the request,
including accompanying documents, and to the best of my knowledge and belief, the request or modification
contains all the relevant facts relating to the request, and such facts are true, correct, and complete.


