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Te Totara Primary School Parent Teacher Association (PTA)
Constitution

1) Name

The name of the Association is the “Te Totara Primary School PTA”.
2) Objectives

The objectives of the association are as follows:

(a) To plan and organise fundraising ventures to raise funds to purchase equipment, materials and improve facilities that benefit the whole school and all pupils;

(b) To organise social events for the parents/caregivers of the school community; and
(c) To provide a link between the pupils, their families and the School. 

3) Membership

(a) All staff and parents/caregivers of pupils at Te Totara Primary School are automatically “Members” of the PTA and are expected to abide by the PTA code of conduct when assisting in PTA organised events.
(b) The Executive Committee shall consist of a Chairperson, Deputy Chairperson, Secretary, Treasurer, and Communications Officer, elected at each Annual General Meeting (“AGM”) of the Association. The Executive Committee are to sign position agreements confirming their acceptance of the responsibilities to be fulfilled.
(c) Should someone on the Executive Committee resign during the year, there will be an election for a replacement at the next monthly meeting.
(d) To maintain an Executive Committee Member status, attendance of at least six meetings of the Parent Association is required in each calendar year. 
(e) A Member or one of the Executive Committee may be considered for suspension or expulsion, by the agreement of two thirds (2/3) majority of those present at the next General Meeting for serious misconduct, including, but not limited to, unlawful conduct or fraudulent action, or any such matter to likely bring the Association or school into disrepute. 

4) General Meetings 
(a) Meetings of the association shall be held twice a term at Te Totara Primary School.

(b) A quorum for a General Meeting will be at least six Members, including at least two Executive Committee Members. 
(c) Meetings will be chaired by the current Chairperson or, in their absence, the current Deputy Chairperson. In the absence of both the Chairperson and the Deputy Chairperson, the meeting will elect a person to chair the meeting from among the Committee Members present.

(d) The Secretary or, in their absence, a person chosen at the meeting, will ensure that accurate minutes are taken for each meeting. A copy of the minutes must be made available to all Members.

(e) Voting will be by a show of hands, unless an alternative method is agreed, and two thirds (2/3) majority vote at the General Meeting must be achieved to pass a resolution/make a decision. If any Member requests a secret ballot on any vote then a secret ballot will be held. 
(f) At least fourteen (14) days written notification of each General Meeting will be given to Members. 

(g) Notification of a General Meeting will specify the time, date and place of the meeting. 

5) Annual General Meetings (“AGM”)

(a) The AGM shall be held once every calendar year within six months of the end of the financial year. Such intended AGM must be advertised in the school newsletter at least two weeks prior to such meeting taking place.
(b) The agenda of the Annual Meeting shall include:

i. Minutes of the last Annual Meeting;

ii. Chairperson’s annual report;

iii. Annual Financial report;
iv. Election of Executive Committee; and

v. General Business.
(c) Election of the Executive Committee at this meeting is to be carried out via a 

secret ballot, with the majority vote winning positions. 

6) Special General Meetings 

(a) Special General Meetings may be called by the Executive Committee or by a written request made by at least five Members and delivered to the Secretary. Where the meeting has been called on the written request of five Members it will be called within thirty 30 days of the delivery of that request to the Secretary. 
(b) A Special General Meeting will only consider business related to the reason for which it is called, as notified to the Members.
7) Sub-Committees

(a) The PTA may delegate any of its powers to one or more subcommittees by resolution at a General Meeting.

(b) The delegated powers of the subcommittee shall be for a specific purpose and shall be for a fixed period of time.

(c) Each sub-committee shall be comprised of at least two Members. 
(d) The Submitter of the proposed event must in the first instance present the proposed fundraiser to the PTA (by way of any meeting). The PTA will then discuss and approve or defer. 
(e) Each sub-committee shall elect its own Chairperson (if not already chosen at a PTA meeting) and note-taker.

(f) The elected Chairperson must then advertise the first meeting in the School Newsletter & PTA Facebook, giving all members a chance to be on the subcommittee for the proposed fundraiser/event. 
(g) Minutes should be taken at each subcommittee meeting including detail about who is responsible for what tasks. These should be emailed to sub-committee members before their next meeting and filed with the Secretary at the conclusion of the event. 
(h) As soon as practicable, the sub-committee shall provide to the  PTA Executive Committee, confirmation of (e) above having been met, a budget, a brief outline/draft itinerary of event, proposed advertising/sponsors etc and list of the subcommittee members.

(i) The budget must be approved by the PTA Executive Committee before the event. Any expenditure more than $50 & 10% over the budgeted amount must be approved by at least three members of the executive committee.

(j) A verbal update about the events progress/finances etc shall be provided at each meeting of the PTA.

(k) Any major correspondence or notices issued/published by the sub-committee should be double checked by another subcommittee member & cc’d to the executive committee prior to publication.  
(l) Receipts must be provided to any sponsor upon request and may only be issued by the Treasurer.

(m) The subcommittee must see the event through to the ‘end’.  This includes ensuring any sponsor thankyou letters/emails are completed and any sponsor signage is displayed.  

(n) At the conclusion of any fundraising event, a full detailed ‘events file’ must be provided to the Secretary to hold for future reference, including but not limited to, date, event, suppliers, copies of all correspondence, cost, funds raised, de-brief report and minutes of sub-committee meetings.  All information gathered for the events needs to be saved on the computer as word/excel files and added to the PTA ‘Dropbox’ for that event.
(o) Soft copies produced for the event are the property of the PTA.  
8) Finance 

(a) The financial year of the Association shall be from the 1st of January to the 31st of December.
(b) The Treasurer will open and maintain a bank account in the name of the PTA. Any two of the Chairperson, Deputy Chairperson, Secretary and Treasurer will be authorised to produce cheques or otherwise withdraw funds or make payments from the bank account.

(c) All cash received shall be counted and verified by at least two of the Members organising the event. These Members will sign a form detailing the amount of cash to be deposited in regards to the event, then hand the cash to the Treasurer to deposit in the Association’s bank account. 

(d) The PTA (or any derivative thereof) may not borrow money/ raise or lend loans in any form.

(e) The Treasurer will ensure that true and fair accounts are kept of all monies received and expended. Proper accounting practices must be followed and annual financial statements produced, including a record of profit and loss and a full balance sheet.
(f) Receipts for funds expended or invoices must be presented prior to any payment being made. Any disputed invoices will be presented for a decision to be made at the next General Meeting. 
(g) A Treasurers report is to be presented to each General Meeting which will include but is not limited to, an Income and Expenditure statement showing all income raised, and expenditure incurred, for each fundraising event and all movements in the Trusts bank account since the last meeting.
(h) All expenses must be paid in accordance with this constitution.
(i) Any payments &/or gifts made to a member of the Association, or person associated with a member, must be for goods or services that advance the charitable purpose and must be reasonable and relative to payments that would be made between unrelated parties.  Any payment &/or gift must be approved by at least three members of the Executive Committee.
9) Income, Benefit or Advantage to be Applied to Objects 

(a) Any income, benefit or advantage will be applied to the objects of the organisation. No Member of the organisation or any person associated with a Member shall participate in or materially influence any decision made by the organisation in respect of any payment to or on behalf of that Member or associated person of any income, benefit or advantage whatsoever. Any such income paid shall be reasonable and relative to that which would be paid in an arm's length transaction (being the open market value). 

(b) The provision and effect of this clause shall not be removed from this constitution and shall be implied into any document replacing this constitution. 
10) Alteration of Rules 

(a) The rules of the Society may only be amended in any way by a 2/3 majority of

eligible Members personally present at any General Meeting. 
(b) The provisions and effect of this clause shall not be removed from this document 
and shall be included and implied into any document replacing this document.
11) Winding Up

(a) The organisation may be wound up if at a General Meeting of its Members, it 

passes a resolution to wind up, and the resolution is confirmed at a subsequent General Meeting called together for that purpose and held not earlier than 30 days after the date on which the resolution to be confirmed was passed. 

(b) If upon the winding up or dissolution of the organisation there remains after the 

satisfaction of all its debts and liabilities any property whatsoever the same shall not be paid to or distributed among the Members of the organisation but shall be given or transferred to the school, or to some other charitable organisation or body having charitable objects similar to the objects of the first organisation, within New Zealand. 
This constitution comes into force on _____________, and shall remain in force until altered in accordance with the provisions of this constitution. 

Signed:
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Te Totara Primary School Parent Teacher Association

Code of Conduct

Members of the Te Totara PTA committee agree to adhere to the following code of conduct.

They will:

1. 
Serve and be loyal to the school in their capacity as a PTA Member;

2. 
Be honest, reliable and trustworthy;

3. 
Respect the integrity of staff, the principal, other parents and students;

4. 
Not act independently of the PTA committee but work in a collaborative manner abiding by PTA procedures to achieve the objectives of the Constitution; and 

5. 
Work in a voluntarily capacity not expecting to receive personal

preference or financial and material benefit from assisting with PTA events.
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