STANDING RULES
of the

VARINA HIGH SCHOOL PTSA

PART 1:  ADMINISTRATION

A. Executive Board Duties.

1.  Executive board members are expected to attend all regular and special meetings of the Executive Board, assigned committee meetings, and general membership meetings.  Failure to attend 2 consecutive board meetings without giving notice is grounds for removal from the board.  If unable to attend meetings, notify the President.

2. Executive board members who fail to attend meetings or conferences for which a financial obligation has been made, without cancellation of reservations, will be billed for the cost. 
3. Any executive board member, funded by the PTSA, attending workshops, conventions, or conferences, shall file a written report with the Executive Board.

4. Executive board members are expected to help carry out the program at general membership meetings, and other functions and events, i.e. after prom and baccalaureate.
5. Procedure books shall be kept current and at the end of the term of office each officer shall turn over books to incoming officers and chairmen shall turn over books to the President.

B.  Meetings.

1.  Regular meetings of the Executive Board shall be held on the second Thursday of the month.  
2. General membership meetings shall be held on the second Thursday of the month.  Meetings shall begin at 7:00 p.m. 
3. All minutes must be sent to the President within seven days after the meeting.

C. Treasurer.

1. When authorized purchases are made for which the PTSA is to be billed:

a. A disbursement request form shall be completed, signed, and forwarded to the treasurer with the bill within 10 days of receipt of the bill.

b. If the purchase was paid by the member, the receipts and disbursement form shall be sent to the treasurer within 15 days.

c. The treasurer shall reimburse the member within 15 days of receipt of the disbursement form.

PART 2:  STANDING COMMITTEES

A.  Duties.

1.  Develop a plan of work to present to the executive board for approval at the first board meeting in August prior to the new school year.

2. Maintain a procedure book.

B.  Plan of Work

1.  The Plan of Work shall contain the following elements:

a. Committee name

b. Chairman’s name and telephone number

c. Names of committee members

d. Goals for the year

e. Activities to accomplish goals

f. Anticipated expenses

C.  Standing Committees and Responsibilities

1.  Cultural Arts

a.  Promote the National PTA/PTSA Reflection program

b. Make fliers and posters advertising the Reflections theme, categories, and deadline for entries

c. Communicate with teachers all information related to Reflections so they may encourage their students to participate

d. Collect entries for submission to the county level

e. Host a reception for students who participate in program
2.  Legislation

a. Present the state and national legislative program to the membership

b. Distribute ballots for voting on legislation

c. Tally votes and submit to District PTA
3.  Hospitality

a.  Arrange for refreshments as needed for meetings and programs

b. Arrange a meal for teachers during Teacher Appreciation Week

4. Membership

a.  Share goal for the year with the school community

b. Establish dates for main drive and prepare materials for collecting and recording dues, etc.

c. Turn over money collected immediately to the treasurer

d. Maintain list of names and addresses of members to be forwarded to the state

e. Distribute membership cards to all members

5. Programs
a.  Plan programs for general membership meetings

b. Contact presenters and send confirmation note

c. Arrange for Audio-visual equipment, etc., if needed

d. Send thank you notes

6.  Communication
a. Keep PTSA website current

b. Send emails to notify members when website is updated
c. Send email reminder of monthly meetings to members

7. Ways & Means/Fundraising
a.  Plan fundraising activities according to the approved budget

b. Gather information and establish a file on potential fundraisers

c. Review fundraisers to assure all legal/ethical requirements are met

d. Obtain board approval for all fundraising activities

e. Turn funds over to treasurer each day of the activity

8. Lay Advisory

a. A Committee established by the school board in 1956; it is a group of parents and other community members who meet to bring ideas and recommendations to the school board
b. Lay Advisory chair will attend those meetings and present information to the board

9. Bookstore Staffing/Accounting/Supplies
a. The Bookstore Chair persons will work to ensure that PTSA bookstore is fully staffed, stocked with supplies and needed items, and that funds are accounted for and deposited in a timely manner.

b. Any person who wishes to volunteer in the bookstore must first complete the Henrico County Public School Volunteer information form.

10. Henrico County Council PTA Delegate:

a. The HCC delegate will attend the meetings of the HCC PTA

b. Minutes from those meetings must be made available to the board

11. Student Recognition

a. Students will be recognized every nine weeks with a certificate and a small token from the PTSA

b. Chair person will tally names received from teachers and administration to identify those students who will be award

c. Categories for the awards are:  P (Positive Attitude); T (Teacher’s Choice);
S (Nominated by PTSA); A (Academic Achievement)
12. Volunteers

a. Makes available the Henrico County Public School Volunteer Application and Background Check form

b. Makes sure completed forms are returned to designated administrator for processing

c. Once processing of volunteer application is complete, communicate with volunteers about where their services are needed

13. After Prom

a. Form a committee to plan the “After Prom Party”

14. Baccalaureate

a. Form a committee to plan and execute the Baccalaureate Ceremony for senior class

b. Work with senior class sponsor to identify those senior class officers who will play a role in the service

15. School Board Rep

a.  Attend monthly meetings of the Henrico County School Board and make available to the board members minutes from those meetings
PART 3:  OTHER
A.  Teacher Prerequisites

1.  Teachers must be a member of PTSA to apply for teacher grants

2. Teachers must be a member of PTSA to participate in PTSA-sponsored meals or raffles with the exception of the Teacher Appreciation Week luncheon.
B.  Scholarship

1.  Students must be PTSA members by December 1 of their senior year to be considered eligible for a PTSA scholarship.

Adopted at the December 9, 2010 meeting of the Varina High School PTSA Board.

Adopted by VHS PTSA Board 12/9/10


