BY-LAWS Santa Maria School Parent Teacher Association
CONSTITUTION Santa Maria School Parent Teacher Association
ARTICLE 1: NAME AND ADDRESS
1-1. The name of the organization will be the Santa Maria School Parent Teacher Association (SM PTA). The address is 2-2-4 Minami Tanaka, Nerima-ku, Tokyo 〒177-0035 Japan

ARTICLE 2: OBJECTIVES
2-1. To provide for the mental, physical and social welfare of the students.

2-2. To improve relations between parents and school by encouraging cooperation and understanding.

2-3. To assist, by raising funds and other means, in providing equipment, facilities and services, other than that already provided by the school for its day-to-day operation, to enrich the education of the students; provided, however, that the funds may also be provided to pay for the costs relating to the day-to-day operations of the school in extraordinary circumstances, or for charitable purposes.

2-4. To provide the opportunity for parents to apply democratic ideals by sharing responsibilities required to pursue the educational aims.

2-5. To provide guidelines and rules for the division of academic, social, moral and fiscal responsibilities between school and parents.

ARTICLE 3: MEMBERSHIP
3-1. The parents or guardians and teachers of all children enrolled in Santa Maria School are entitled to membership in the SM PTA and shall have all obligations, responsibilities, rights and duties attached to such membership.  
3-2. Each member shall be entitled to one vote upon each matter submitted to a vote at a SM PTA meeting, and such vote can either be made by the member present at such SM PTA meeting or, where a system of proxy voting has been put in place by the Executive Board prior to the SM PTA meeting, by written proxy executed by the member.  Such proxy shall be filed with the Secretary before or at the start of the meeting. 
ARTICLE 4: EXECUTIVE BOARD
4-1. The Executive Board will consist of the following officers: President as Chair, a Vice-President, three Directors of equal rank, a Treasurer, a Secretary and a Teachers' Representative. The Executive Board may operate with fewer members if not enough volunteers are available, and where necessary and prudent, one of the Directors can also assume the responsibilities and duties of the Treasurer or the Secretary.  The functions and responsibilities of each of the above officers are set forth in Article 2 of the By-Laws.
4-2. The Executive Board is empowered and has the authority to act for and in the name of the association on all matters when it is deemed expedient, during the interim between general meetings of the association, provided the action of the Board shall be reported to the next general or special meeting of the association for approval.

4-3. The Executive Board is responsible for establishing all sub-committees and reserves the right to dissolve any sub-committees deemed unsuitable. All sub-committees will be automatically dissolved after one year pending the election of the succeeding officers of the Executive Board.

4-4. In the spirit of mutual cooperation, a nominated Executive Board member will be invited to attend, in a non-voting capacity, selected teaching staff meetings. Reciprocally, a nominated member of the teaching staff will hold the position of Teachers' Representative on the Executive Board, with all rights thereof.

ARTICLE 5: ELECTIONS
5-1. Election of officers on the Executive Board, including the Teachers’ Representative, will be held in April or May of the preceding school year at a general meeting or a special meeting called for that purpose. Voting for officers shall be accomplished by secret written ballot or other means of choice so desired by the association. The member obtaining the highest number of votes will be elected.

5-2. The term of office for each officer shall be one year. Term of office shall begin on 1st June and end on 31st May of the following year.

5-3. The positions of President, Vice-President, Treasurer and Secretary shall not be held by any one person for more than two consecutive school years without constitutional amendment as outlined in Article 8 of the constitution. The position of Director may be held longer.

5-4. In the event a vacancy occurs in any office, except that of the President, the President shall appoint a member of the SM PTA to that office to serve the remainder of the term.

ARTICLE 6: MEETINGS
6-1. There shall be at least 5 association meetings per year. Special meetings may be held at the call of the President; provided, however, that a special meeting can be held if more than a majority of the Executive Board call for a special meeting.
6-2. Membership notification of a general or special meeting of the PTA will be given at least five days in advance of the date selected for such a meeting. Notice will include the time, place and order of business.

6-3. A two-thirds majority vote of members present at a meeting will be required for all actions, so long as a quorum is present. Fifteen  percent of the members shall constitute a quorum.

6-4. Regular meetings of the Executive Board will be held at a time and place designated by the President.

6-5. A hand-over meeting between out-going and in-coming officers will be held after new elections to enable the new officers to understand their functions and to transfer the financial and other records from the previous to the new officers.

ARTICLE 7: DISSOLUTION
7-1. Dissolution of the SM PTA shall be accomplished by a two-thirds majority vote of the members present at a general or special meeting.

7-2. In the event the SM PTA is dissolved or ceases to function for any reason, the assets remaining after discharging the debts shall be delivered to Santa Maria School by a vote of two-thirds of the members remaining.

ARTICLE 8: AMENDMENTS
8-1. This constitution may be amended by a two-thirds majority vote of the members present at a general or special meeting. No amendment changing the operational purpose of this constitution shall become effective until approved by the general membership.

ARTICLE 9: ADOPTION
9-1. This constitution and by-laws shall become effective upon adoption by affirmative vote of two-thirds of the membership in the Santa Maria School Parent-Teacher Association.

9-2. This constitution and by-laws were adopted by the association at the general meeting held on 6th September 1992, amended by the association at the general meeting held on 29 April 2001, and amended by the association at the general meeting held on 12th September 2004, [Note: Date assumes passage at the Sept. 12 meeting].

BY-LAWS Santa Maria School Parent Teacher Association
ARTICLE 1: DUTY
1-1. It shall be the duty of all members to ensure that the provisions of the constitution are complied with.

ARTICLE 2: FUNCTIONS & RESPONSIBILITIES OF OFFICERS
2-1. PRESIDENT: a. To chair the Santa Maria Parent Teacher Association (SM PTA) and Executive Board meetings. b. To appoint new officers to posts that become vacant during the elected term. c. To appoint the chairs of various sub-committees, who in turn report directly to the president. d. To approve all financial disbursements, and when deemed necessary to set up audit procedures. e. To call special meetings of the SM PTA and meetings of the Executive Board  as necessary. f. To utilize a casting vote when needed for a hung decision.

2-2. VICE-PRESIDENT: a. To chair the SM PTA and Executive Board meetings in the absence of the president. b. To liaise with the various sub-committee chairs. c. To determine membership of the SM PTA, and the number of members for purpose of determining a quorum at SM PTA meetings, and all other times where membership of the SM PTA is relevant. 
2-3. DIRECTORS: a. To assist in the duties of the vice-president when necessary. b. To chair either the sports or the fund-raising sub-committee. c. To liaise with the various sub-committee chairs in the absence of the vice-president.
2-4. TREASURER: a. To maintain a record of all financial matters in accordance with the constitution and by-laws of the SM PTA, and to present a financial report at every SM PTA and Executive Board meeting. b. To collect, disburse and fully account for all funds under the supervision of the Executive Board. c. To ensure that all sub-committees with separate budgets adhere to the same rules as those for the treasurer as outlined in Article 3, Section 3 of the SM PTA constitution's by-laws.
2-5. SECRETARY:  a. To prepare and preserve the minutes of the meetings of the SM PTA and Executive Board. b. To see that all notices and agendas for meetings are duly given in accordance with the provisions of these By-Laws and the SM Constitution.  c. To receive and preserve all proxies for purposes of voting at a SM PTA meeting.  d. To circulate the minutes within a reasonable amount of time after meeting to the members of the SM PTA. 
2-6. TEACHERS' REPRESENTATIVE: a. To present the views and opinions of the teachers to the SM PTA and Executive Board.
ARTICLE 3: FUNDS
3-1. All funds donated to, raised by or otherwise collected by SM PTA, with the exception of funds raised by sub-committees for their functioning, shall be deposited in a SM PTA savings account that is managed by the treasurer. Signatories on withdrawals from this account shall be the treasurer and the president. Any withdrawal of more than 50,000 yen shall require these two signatures on approved SM PTA withdrawal forms.

3-2. All cash collected at a fund-raising event shall be counted by at least two members of the Executive Board, and recorded and signed by both on a cash note or slip. Any cash disbursed at any time and for any purpose exceeding 50,000 yen shall be approved by at least two members of the Executive Board, be recorded and signed by both on an expense note or slip, and signed receipt obtained from the payee. All cash notes, expense notes and receipts shall be retained by the treasurer as cash records.

3-3. The Executive Board has the authority to disburse a payment up to 100,000 yen in value (200,000 yen in the case of expenses incurred by sub-committees as laid out in Article 6-5 of the by-laws. Any amount exceeding 100,000 yen (200,000 in the case of expenses incurred by sub-committees) shall require the approval of a two-thirds majority of SM PTA members present at a general or special meeting.

3-4. An annual review will be made of all financial records, cash and other assets by a qualified person or persons appointed by the President after approval of the SM PTA. Such a review shall be carried out in the last month of the school year, and be reported at the next general meeting.

3-5. Sub-committees that raise and manage their own funds shall deposit those funds in a savings account. Sub-committees will be subject to the same rules, and will be required to present their financial records for the same annual review as that of the funds managed by the SM PTA treasurer. Any fund-raising event, including the bazaar, however, will not be required to maintain a permanent bank account. Instead, all funds raised by such events shall be transferred to the main SM PTA bank account.

ARTICLE 4: BUDGET
4-1. An annual budget shall be prepared by the Executive Board and presented at a general meeting for adoption. A two-thirds majority vote of those present is required for its adoption.

4-2. All budget requests from teachers/administrators must be presented in consolidated form on paper to the SM PTA by the first week in June to be considered before presentation at the first SM PTA general meeting in September. Two additional budget requests may be considered during the year should the need arise.

ARTICLE 5: CO-OPTING EXECUTIVE BOARD MEMBERS
5-1. The Executive Board may co-opt a member at its discretion. Such a member shall hold an honorary post, may sit in on Executive Board meetings, offer valuable assistance and cooperation but may not vote as an Executive Board member.

ARTICLE 6: SUB-COMMITTEES APPOINTED BY THE EXECUTIVE BOARD
6-1. The Executive Board may appoint sub-committees and sub-committee heads at its discretion. Two of these committees, Bazaar and Yearbook, are officially recognized as being essential to the well being of our school. To ensure the smooth operation of these two committees by-laws 6-1 to 6-5 apply.

6-2. Each committee will meet in an official capacity on not less than three days per school year. For a meeting to be official, three or more members should be present: the Committee Head, a recognized member of the said committee, and any one member of the Executive Board, who will report committee developments to the PTA President.

6-3. A written request must be made to the Board to approve expenditures. These requests should specifically state the items and the cost of the items requested. The signature of the Committee Head, the PTA President, and the Treasurer must be received on the request itself before further action is taken. In the absence of the President, the Vice-President may substitute.

6-4. All estimates received from bidding companies for specific projects must be made available to the Board in a timely way, preferably in the form of formal written estimates. "Timely" is defined as far enough in advance of deadlines that cancellation will not damage the project, and implies leaving enough time to search for alternative bids without damage to the project.

6-5. Actions taken by committees which entail commitments and/or expenditures not already specifically approved by the PTA are subject to the approval or disapproval of the Board. A request must be made in advance and meet the definition of "timely" above.

6-6. All expenses incurred by committees above 200,000 yen must be discussed before the assembled PTA by either the Board or the Committee Heads subject to the "timely" rule above.

ARTICLE 7: AMENDMENTS
7-1. The by-laws may be altered, amended or changed, or new by-laws may be adopted by a two-thirds majority vote of the members present at any general meeting.
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