[image: image1.jpg]


DAKAR ACADEMY PARENT TEACHER ORGANIZATION PHILOSOPHY
The western tradition of Parent Teachers Organizations, (PTO), is a link between the parent and the school, and together they form partnerships that enhance the school experience for both students and teachers. Along with this partnership, the Christian education configuration must align within our PTO model. The PTO must always seek to follow Biblical guidelines that ensure linkage along these lines. 

The PTO should strive to encourage and provide a positive contribution within the school community. The PTO does not exist to dishonor or bring refute to any school member. Conversely, the PTO was created as a vital part of the Dakar Academy team that stimulates a healthy school partnership. Through positive encouragement, volunteerism, and fundraising, help is provided to DA that otherwise might not be able to subsidize enrichment programs and activities. The experience also offers opportunities for parents to get to know each other through the work they do together, as a community. This working partnership creates a flow of information between the school and home that benefits both sides by participating in the lives of our children outside the home.

With a student body representing more then 20 different nationalities, DA is truly an international school. Involved in this community are many cultures that do not have a Parent Teacher Organization as part of their former school experience. Their tradition is that teachers and parents are generally held at a respectful distance from one another. There is a clear division between school and home.

At Dakar Academy we honor that tradition and also encourage families to connect with the teachers and the administration. In fact, doors are left wide open and the administration is available to answer any questions that might arise, and to encourage parents to actively seek out ways that they can be of help to the school or to their child’s education. By offering ways in which you can become involved at DA, and by offering programs that might be of interest to you and your children, we create opportunities for you to be a vital part of the PTO program.

Our programs include regularly held PTO meetings where information and ideas are freely shared. The meetings are used to develop strategies for establishing a cooperative effort of partnership between the school and parents. We are a diverse group and while the western tradition works within western society, we must formulate another model that takes into account our different approaches and Christian ethics. That is why the PTO exists.

By volunteering your time or expertise, no matter how small or large, you are actively participating in your child’s education. Just as importantly, you are giving the message to your child that the community voice matters. Bring your experience to the Parent Teacher Organization at Dakar Academy and help us to make our community a place of international cooperation. My prayer is that DA and the PTO will strive to make the Parent Teacher Organization a role model for all international schools. We need your ideas; we need your inspiration; we need you to make this possible.

We cannot make this community work the way we want it to without your participation. Please consider how you can contribute to the Parent Teacher Organization. Your voice and vote matter. Please join us today. We need your participation and ideas. DA looks forward to learning from you.

DAKAR ACADEMY PTO
CONSTITUTION & BYLAWS

ARTICLE I
NAME
The name of this organization shall be the DAKAR ACADEMY PARENT TEACHER ORGANIZATION, Dakar, Senegal and in this document will be referred to as the “PTO” or “the organization”.


ARTICLE II
PURPOSE STATEMENT
The general aim of the PTO is to glorify Christ, promote the welfare of the students through parental involvement in the school, and to strengthen coordination among parents, students, and staff in order to encourage and support educational activities and to further develop the educational resources of the school.

Objectives


1. 
To glorify Christ in everything that is done.
2. 
To involve parents of all nationalities in support of the school and its educational activities.
3. 
To engage in activities which support the school and advance the education and general welfare 



of the students in the school.
4. 
To foster communication between parents, staff and students with the interest of promoting 



understanding and cooperation.


5. 
To coordinate the action of parents in support of extracurricular activities of the school.
6. 
To assist with fundraising and purchase of materials to enhance our school programs.
ARTICLE III
MEMBERSHIP

The DA Parent Teacher Organization is an association of members who are not required to pay dues.

A. QUALIFICATIONS

Membership in the PTO is open to parents or guardians and extended family of all DA students and members of the administration and teaching staff. Membership is also open to Alumni, parents of Alumni and interested community members.


B. RESTRICTIONS

The organization or any member shall refrain from taking part in any activity in the name of the PTO or use the PTO in any way that may be construed by the Executive Committee to be political in nature or for personal monetary gain. Any violation of this by-law will result in immediate and permanent loss of membership.


ARTICLE IV
EXECUTIVE COMMITTEE AND DUTIES
The Executive Committee will consist of the Executive Officers, the Sub-committee Chairpersons/Co-chairpersons, and the teacher/administration representatives.

A. EXECUTIVE OFFICERS

The Executive Officers will consist of the Chairperson, Vice-Chairperson, Secretary and Treasurer.

B. JOB DESCRIPTIONS FOR COMMITTEE MEMBERS

PTO CHAIRPERSON
1. 
QUALIFICATIONS
a. 
Must be a Christian
b. 
Must make a one-year commitment to the PTO.
c. 
Must have some administrative ability and leadership skills.
d. 
Must have ample time to devote to PTO responsibilities.

2. 
RESPONSIBILITIES
a. 
Be the official representative of the Parent Teacher Organization, who leads and guides the PTO 



executive committee in supporting the administration, staff, teachers, parents and students of 



DA.
b. 
Call and preside at all executive committee meetings.
c. 
Co-ordinate and distribute information to the executive committee.
d. 
Inform the administration and receive approval for PTO activities.
e. 
Assist with communication between parents, the school and the executive committee.
f. 
Co-ordinate the work of the various PTO sub-committees and be an ex-officio member of each 


    
committee.
g. 
Approve all correspondence written in the name of the PTO.
h. 
Provide the written correspondence to the director/assistant director for final approval.
i. 
Be responsible for the layout of the PTO page for the DA yearbook.
j.
Co-ordinate the effort to appoint replacement members to the executive committee according 



to our policy of self-perpetuation.
k. 
Be responsible for training a new chairperson during his/her last year of service.

VICE-CHAIRPERSON

1. 
QUALIFICATIONS
a. Must be a Christian.
b. Must make a one-year commitment of service if possible.
c. Must have some leadership ability.
d. Must have ample time to devote to PTO responsibilities.
e. If possible, must be willing to move into the chairperson’s position.

2. 
REPONSIBILITES
a. Attend all PTO executive committee meetings, if possible.
b. Work with, support and substitute for the chairman of the PTO.
c. Be responsible for overseeing, leading and encouraging parents in a weekly time of specific prayer for the school, staff, faculty and students. (Includes preparing a list of prayer needs).
d. Be responsible to show love to the teachers and staff.
    1) To remember birthdays of teachers, staff and volunteers who have a five-day a week  



        commitment to DA, with a small gift and card.
    2) To send sympathy and get well cards to teachers and staff when appropriate.
    3) To give flowers/cards to DA teachers whose immediate family member has met with serious   


           illness, accident or death.
e. Express concern/sympathy to DA families whose children have met with serious illness, accident or death. (Cards, flowers)
f. Work with, review and revise the PTO policy with the help of the executive committee and the approval of the administration.
g. It is advisable for the vice-chairperson to be preparing for the chairperson’s position.

SECRETARY
1. 
QUALIFICATIONS
a. Must have reasonable typing/computer skills
b. Must have ample time to devote to PTO responsibilities
c. Must make a one-year commitment to service if possible
d. Typing or computer skills are advisable.

2. 
RESPONSIBILITIES
a. Attend all PTO executive committee meetings, if possible.
b. Distribute copies of the minutes to the executive committee and the DA administration.
c. Be responsible to assist the chairperson in preparing correspondence for the PTO and then distributing it.
d. Maintain a file of all PTO correspondence and minutes.

TREASURER/ASSISTANT TREASURER
1. 
QUALIFICATIONS
a. Must have reasonable accounting skills.
b. Must have ample time to devote to PTO responsibilities.
c. Must make a one-year commitment if possible.

2. 
RESPONSIBILITIES
a. Attend all executive committee meetings, if possible.
b. Be responsible for all PTO funds, including all donations and money raised within the school under the PTO’s sponsorship.
c. Work with PTO Fund-raising chairperson to organize and assist in anyway possible.
d. Make disbursements authorized by the executive committee, issue receipts and keep account of all the transactions of the PTO.
e. Count all money with a partner, co-signing an income logbook.
f. Co-sign with the PTO chairperson or the fund-raising chairperson to release PTO funds from the DA School safe.
g. Prepare a report for each monthly executive committee meeting.
h. Prepare an annual report to be presented at the first parent’s coffee of the school year.
i. Prepare an end of school year report to be audited by DA Financial Manager.
j. In co-ordination with the members of the PTO executive committee, prepare an annual projected budget by the May executive meeting of each year.

TEACHER/ADMINISTRATION REPRESENTATIVE
1. 
QUALIFICATIONS
a. Must be a teacher or an administrator of Dakar Academy.
b. Must have the approval of DA Director.
c. Must have time available to devote to PTO executive committee meetings.

2. 
RESPONSIBILITIES
a. Attend meetings of the PTO executive committee.
b. Be prepared to report school activities and concerns.
c. Work with PTO chairperson to communicate ideas and questions to teachers and staff. (Verbally or in written form.)
d. Inform vice-chairperson of share/care needs among teachers and staff.

CHAIRPERSON/CO-CHAIRPERSON FOR THE COMMUNICATIONS SUB-COMMITTEE
1. 
QUALIFICATIONS
a. Must have an ability to direct activities and motivate others to become involved.
b. Must be willing and able to devote time and energy to DA/PTO.
c. Must have organizational and communicational skills.
d. Must make a one-year commitment to this position.

2. 
RESPONSIBILITIES
a. Attend all PTO executive committee meetings, if possible.
b. Recruit members for and lead sub-committee meetings.
c. Arrange and lead the Parent Update Coffees at least three times a year.
d. Oversee production of an DA/PTO newsletter.
e. Prepare and distribute flyers for upcoming communication committee events in the three major languages of our international community.
f. Maintain the PTO bulletin board.

CHAIRPERSON/CO-CHAIRPERSON FOR SPECIAL EVENTS SUB-COMMITTEE
1. 
QUALIFICATIONS
a. Must have leadership ability.
b. Must have some administrative experience.
c. Must make a one-year commitment to this position.
d. Must be willing and able to devote time and energy to DA/PTO.

2. 
RESPONSIBILITIES
a. Attend all PTO executive committee meetings, if possible.
b. Recruit members for special events sub-committee.
c. Lead sub-committee meetings.
d. Co-ordinate “welcome back” event for returning and new teachers.
e. Co-ordinate annual Faculty Appreciation Event from parents.
f. Co-ordinate the annual Faculty Appreciation Event from the students.

ARTICLE V
EXECUTIVE COMMITTEE MEETINGS AND MINUTES
A. MEETINGS
1. The PTO Executive Committee meetings will be held every six weeks.
2. The Chairperson or Secretary will notify each member of date, place and time.
3. The Executive Committee shall be at least 50% of the entire Committee.
4. A majority vote will be based on the majority number of the members in attendance.
5. An Executive Committee meeting may be called by the Chairperson, or by a written request of three members of the Executive

B. MINUTES
1. Copies of all minutes will be circulated to all members of the Committee and Administration.
2. A copy of all minutes will be made available to the teachers and staff in the teachers’ room.
3. A copy of the minutes will be displayed on the PTO Bulletin Board for members at large.

ARTICLE VI
SELECTION OF PTO EXECUTIVE COMMITTEE MEMBERS & TERM OF OFFICE
(Self-propagating board)
A. SELECTION OF EXECUTIVE COMMITTEE MEMBERS
The following procedures will be followed in selecting new Executive Committee members. This will take place at the beginning of each school year in order to have the Executive Committee members in place.
1.  Elected members

The PTO Committee will consist of 6 or more parents, appointed by the DA Administration.  Once the PTO Committee is selected, the Committee members will divide the following roles/responsibilities among themselves.  Officers will be approved by a vote of the general parent population.  The officers will be known as the Executive Committee (See Executive Committee & Duties).  The Executive Committee will consist of:

A.  Chairperson


B.  Vice-Chairperson


C.  Secretary


D.  Treasurer


E.  Chairperson for Communications sub-committee


F.  Chairperson for Special Events sub-committee

2.  Appointed members

The PTO Committee will also include 4 representatives appointed from the following divisions of DA:  elementary school teachers, middle/high school teachers, dorm parents, and school administration. 

3.  Qualifications for PTO Officers/Committee membership



1.  must be a Christian



2.  must make a one-year commitment to the PTO



3.  willingness to devote time and energy to PTO responsibilities

B. TERM OF OFFICE FOR EXECUTIVE COMMITTEE MEMBERS
The term of service for a member of the Executive Committee will be limited to three consecutive years with an annual recommitment. After a year’s leave, the member’s name can be presented again for consideration.


ARTICLE VII
AMENDMENTS
Amendments to these Constitution/PTO Bylaws may be proposed in writing to the PTO Chairperson who will present the proposed amendment to the Executive Committee one-month before the actual vote will take place. Notification in writing will be made to each member in advance of the meeting in which the members vote. The vote will only be held if, at least, 80% of the PTO Executive Committee membership is present. A two-thirds (2/3) vote of those present shall be necessary for adoption.

