
By-laws
of the

Hillendale Elementary School 

Parent Teacher Organization

I. NAME AND ORGANIZATION:   The name of the organization shall be the Hillendale 
Elementary Parent Teacher Organization (“HEPTO” or “PTO”), located in Pennsbury 
Township, Chester County , Pennsylvania. The PTO exists as a member of the organization 
known as the Unionville-Chadds Ford School District PTO (hereinafter referred to as the 
“Organization”), which also includes Chadds Ford Elementary School, C.F . Patton Middle 
School, and Unionville High School. 

II.  OBJECTIVES: 

A. To foster a working relationship between home, school and community and 
to help promote a safe and fun learning environment for students of 
Hillendale Elementary School. 

B. To promote an ongoing relationship between teachers, staff, students and 
families that will support the education objectives as set forth by the state 
and local boards of education. 

C. To raise and distribute funds within the school and community for the 
purpose of educational and social enhancement of the students of 
Hillendale Elementary School. 

D. To operate according to the requirements of a 501c3 corporation. 

III. BASIC POLICIES: 

A. The PTO shall be noncommercial, nonsectarian and nonpartisan. 

B. The name of the PTO or the names of any Member in their official capacities will not be 
used in any connection with a commercial concern, with any partisan interests, or for any 
purpose not appropriately related to the objectives of the PTO. 

C. The PTO as a body shall not endorse a candidate for public office. A candidate for public 
office shall not be permitted to hand out political literature at a Hillendale Elementary 
School function or activity. 

D. The PTO as a body shall not endorse a specific charitable organization, or donate general 
funds of the organization to a specific charitable organization.   However, within the 
Community Service Committee of the organization, donations to a specific charity are 
allowed, as it relates to the education of our children on the importance of giving to those 
less fortunate or in need. 



IV. MEMBERSHIP:   All parents and/or legal guardians of students who currently attend Hillendale 
Elementary School and all current faculty and staff of Hillendale Elementary School shall be 
eligible for membership in the PTO.  Members shall have the right to attend and participate in 
all meetings and activities of the PTO, and shall have the right to hold office and to vote on all 
issues before the PTO at Regular or Special Meetings.  Membership is not contingent upon the 
payment of dues. 

V. MEMBERSHIP MEETINGS: 

A . Regular Meetings: A general membership meeting of the PTO shall be held at a minimum 
of two times during school year. The time and place of the meetings shall be determined by 
the Executive  Board and published in the PTO’s monthly newsletter and ENews which is 
distributed to the Members. 

B . Special Meetings:   Additional membership meetings of the PTO may be called, either by 
the President or upon the request of at least three (3) members of the Executive Board. The 
time and place of all Special Meetings requested by Executive Board Members shall be 
noticed at least seven (7) days prior to the meeting or, if requested by the President, upon 
reasonable notice. 

C. Quorum: One-half (½) of the number of Executive Board Members at a 
Regular or Special Meeting shall be designated as a quorum and shall be 
entitled to take action on behalf of the PTO . 

D. Voting:   A majority vote of the Membership present at any meeting shall be 
required for all action to be taken by the organization. 

VI.   OFFICERS : 

A. Positions: The officers of the PTO shall consist of a President or Co-Presidents, Vice-
President or CoVice-Presidents, Secretary and Treasurer. 

B. President:   The President or Co-Presidents shall be the principal executive officers of the 
PTO and shall in general supervise and control all of the activities of the PTO, including 
preparing the yearly PTO calendar and with the Treasurer overseeing the preparation of the 
PTO budget. The Presidents shall be members of the Executive Board and, when present, 
shall preside at all meetings of the Executive Board and all meetings of the membership. 
The Presidents will also act as a liaison between the Principal, staff and parents. To be 
eligible to serve as President, a person must have been a prior Member of the Executive 
Board. 

C. Vice-President:   The Vice President or Co-Vice-Presidents shall be a member of the 
Executive Board and, in the absence of the President, shall perform the duties of the 
President. The Vice-Presidents shall assist the President and perform such other duties as 
are assigned by the President. 

D. Secretary:   The Secretary shall be a member of the Executive Board. The Secretary shall 
keep an accurate record of all meetings; shall report the minutes of the meetings at the next 
regular meeting of the PTO; shall at all times have incorporated in the book of minutes a 
complete and up-to-date copy of these By-Laws properly annotated with any amendments, 



carrying the date the amendments as are accepted by the Members; and shall perform such 
other duties as are assigned by the President. 

E. Treasurer:   The Treasurer shall be a member of the Executive Board. The Treasurer shall 
have charge of and be responsible for all funds of the PTO and shall receive and give 
receipts for monies due and payable to the PTO from all sources and shall deposit such 
funds in such banks or other institutions as are selected by the Executive Board. The 
Treasurer shall make disbursements as authorized by the President or Executive Board in 
accordance with the budget adopted by the membership. The Treasurer shall prepare the 
yearly budget in collaboration with the President and present a monthly budget at each 
Regular Meeting and at other times as requested by the Executive Board; and shall 
perform such other duties as are assigned by the President. 

VII.   ELECTION OF OFFICERS: 

A. Procedure: The Vice-President shall provide notice to the Members thirty days prior to the 
Executive Board Meeting preceding the March meeting of Hillendale Elementary School 
PTO requesting that any Member desiring to be proposed as an officer for the PTO notify 
the Vice-President prior to the April meeting. The Vice President shall present a slate of 
officers for election at the May Executive Board Meeting.  The Executive Board, by 
majority vote, shall elect the officers at this meeting.  The Vice-President shall present the 
newly elected Officers to the members at the May meeting of the HEPTO.  The VP shall fill 
the slate of Committee chairpersons for the next year. 

B. Term of Office:   The term of each officer shall be one (1) year, beginning on the first day 
following the last day of a school year and ending on the last day of the following school 
year. No officer shall serve more than two (2) consecutive terms in the same office, unless 
voted on and approved by a Quorum of the Executive Committee. 

C. Vacancies:   Any vacancy in office because of resignation, removal, or inability to serve 
shall be filled by the Executive Board for the unexpired portion of the term. However, 
should a vacancy occur in the office of the President, the Vice-President shall immediately 
assume the office for the unexpired portion of the term. 

VIII.    EXECUTIVE BOARD: 

A. General Powers:   The affairs, activities and operation of the PTO shall be managed by the 
Executive Board. The Executive Board shall transact necessary business during the 
intervals between the meetings of the membership and such other business as may be 
referred to it by the membership or these By-laws. It may create, by majority vote, 
Standing and Special Committees, approve the plans and work of standing and special 
committees, present reports and recommendations at the meetings of the membership , 
prepare and submit a budget to the membership for approval, and, in general, conduct the 
business and activities of the PTO . 

B. Membership:   The membership of the Executive Board shall consist of the Officers. 

C. Meetings:   Meetings of the Executive Board shall be held during each month of September 
through May each school year. The time and place shall be determined by a majority vote 



of the Executive Board. Special meetings may be called by the President or by a majority 
of the Executive Board. Notice of all meetings shall be given to all members of the 
Executive Board and, in the absence of an emergency, at least seven (7) days in advance. 
Past Presidents are invited to attend Executive Board meetings in an advisory role. 

D. Quorum:   A majority of the members of the Executive Board shall constitute a quorum for 
the transaction of business. 

E. Voting:   The act of the majority of the regular and ex-officio members of the Executive 
Board present at a meeting at which a quorum is present shall be required for all action to 
be taken by the Executive Board. Each such member shall have one (1) vote on all matters 
submitted for voting. 

IX. STANDING AND SPECIAL COMMITTEES: 
A. Standing Committees:   The Executive Board, by majority vote, may establish such 

Standing Committees as it deems necessary and advisable. The Executive Board, by 
majority vote, shall appoint the chairpersons of all Standing Committees. Any Member 
may serve as a chairperson. The chairperson of each committee shall recruit the members 
for his or her committee. Any Member may serve as a committee member. The Chairperson 
shall report the plans and activities of the committee to the Executive Board, which must 
approve all such reports. 

B. Special Committees:   The Executive Board, by majority vote, may create Special 
Committees. Special Committees shall be created for a specific time and/or task and shall 
cease to exist when that time or task has been completed. The Executive Board, by 
majority vote, shall appoint the chairpersons of all Special Committees. Any Member may 
serve as a chairperson. Any Member may serve as a committee member. The Chairperson 
shall report the plans and activities of the committee to the Executive Committee, which 
must approve all such reports. 

X. FINANCES: 

A. Budget:   The President and/or Treasurer shall present for a vote to the membership at the 
Fall Open House of Hillendale Elementary School a budget of anticipated revenue and 
expenses for the year. This budget shall be used to guide the activities of the Executive 
Board during the year. 

B. Obligations:   The Executive Board may authorize any officer or officers to enter into 
contracts or agreements for the purchase of materials or services on behalf of the PTO. The 
officers shall not have the authority, however, to enter into such agreements on behalf of 
Hillendale Elementary School or the Unionville Chadds Ford School District, nor shall 
they hold themselves out as having such authority. 

C. Loans:   No loans shall be made by the PTO to its officers or members. 

D. Checks:   All checks, drafts, or other orders for the payment of money on behalf of the 
PTO shall be signed by the Treasurer and/or President. 

E. Deposits:   The Treasurer shall deposit all funds of the PTO to the credit of the PTO in 



such banks or other depositories as the Executive Board may select and shall make such 
disbursements as authorized by the Executive Board in accordance with the budget 
adopted by the membership. 

F. Financial Report:   The Treasurer shall present a financial report at each Regular Meeting 
of the PTO and shall prepare a final report for the Executive Board at the close of the year. 

G. Non-Budgeted Expenditures:   Non-Budgeted expenditures over $250 shall be authorized 
by a majority vote of the voting members present at a general or special PTO meeting.   
Expenditures under $250, emergency expenditures, or expenditures involving legal or 
attorney matters concerning the organization shall be at the discretion of the Board.   
Administrative expenditures shall be at the discretion of the Executive committee. 

XI.  NOTICE:   Whenever notice, written or otherwise, is required by these By-laws, such notice 
shall be sent to the Members through their children either in the school newsletter or by 
separate correspondence. 

XII. REMOVAL:   The Executive Board, by majority vote, may remove any Officer or chairperson 
of any Standing Committee, for just cause, provided that the individual sought to be removed 
is provided an opportunity to contest such action. Any vote of the Executive Board shall be 
final. 

XIII. AMENDMENTS:   These By-laws may be altered, amended or repealed and new By-laws 
may be adopted by a two-thirds (2/3) vote of the Members at any Regular or Special Meeting. 

XIV.  AUTHORITY:   If any part of these By-laws shall conflict with the decisions, policies or 
procedures adopted by the Unionville Chadds Ford School Board, they shall be deemed null 
and void and the decision of the Unionville Chadds Ford School Board shall, in all cases, 
control. 

XV.  PARLIAMENTARY AUTHORITY:   Roberts Rules of Order shall govern the PTO in all 
cases to which they are applicable and in which they are consistent with these By-laws. 

XVI. DISSOLUTION:  If the Hillendale Elementary Parent Teacher Organization (HEPTO) 
ceases to operate as a nonprofit organization, the organization shall be dissolved. After the 
disposition of any liabilities and obligations, any remaining assets shall be distributed on a 
proportional basis to another nonprofit charitable organization (501c3) in Chester County, 
Pennsylvania. 

XVII. CONFLICT OF INTEREST POLICY 

A.  PURPOSE: The purpose of the conflict of interest policy is to protect this tax-exempt 
organization’s (HEPTO) interest when it is contemplating entering into a transaction or 



arrangement that might benefit the private interest of an officer or director of HEPTO or 
might result in a possible excess benefit transaction. This policy is intended to supplement 
but not replace any applicable state and  federal laws governing conflict of interest 
applicable to nonprofit and charitable organizations. 

B.   DEFINITIONS 

 1. Interested Person: any director, principal officer, or member of a committee with 
governing board delegated powers, who has a direct or indirect financial interest, as defined 
below, is an interested person. 

 2. Financial Interest: A person has a financial interest if the person has, directly or 
indirectly, through business, investment, or family: 

  a.  an ownership or investment interest in any entity with which the HEPTO has a 
 transaction or arrangement, 

  b.  a compensation arrangement with the HEPTO or with any entity or individual 
 with which the HEPTO has a transaction or arrangement, or, 

 c.  a potential ownership or investment interest in , or compensation arrangement 
with, any entity or individual with which the HEPTO is negotiating a transaction or 
arrangement. 

 Compensation includes direct and indirect remuneration as well as gifts or favors that are 
not substantial. 

 A financial interest is not necessarily a conflict of interest. Under XIXC2 a person who has 
a financial interest may have a conflict of interest only if the appropriate governing board 
or committee decides that a conflict of interest exists. 

C. PROCEDURES

1. Duty to Disclose: In connection with any actual or possible conflict of interest, an 
interested person must disclose the existence of the financial interest and be given the 
opportunity to disclose all material facts to the directors and members of committees with 
governing board delegated powers considering the proposed transaction or arrangement. 

2. Determining Whether a Conflict of Interest Exists After disclosure of the financial interest 
and all material facts, and after any discussion with the interested person, he/she shall 
leave the governing board or committee meeting while the determination of a conflict of 
interest is discussed and voted upon. The remaining board or committee members shall 
decide if a conflict of interest exists. 

3. Procedures for Addressing the Conflict of Interest

 a.   An interested person may make a presentation at the governing board or committee 
meeting, but after the presentation, he/she shall leave the meeting during the discussion 
of, and the vote on, the transaction or arrangement involving the possible conflict of 



interest. 

 b. The chairperson of the governing board or committee shall, if appropriate, appoint a 
disinterested person or committee to investigate alternatives to the proposed  transaction 
or arrangement. 

 c. After exercising due diligence, the governing board or committee shall determine 
whether the HEPTO can obtain, with reasonable efforts,   a more advantageous transaction 
or arrangement from a person or entity that would not give rise to a conflict of interest. 

 d. If a more advantageous transaction or arrangement is not reasonably possible under 
circumstances not producing a conflict of interest, the governing board or committee shall 
determine by a majority vote of the disinterested directors whether  the transaction or 
arrangement is in the HEPTO ’s best interest, for its own benefit,  and whether it is fair and 
reasonable. In conformity with the above determination it  shall make its decision as to 
whether to enter into the transaction or arrangement. 

4. Violations of the Conflicts of Interest Policy
 a. If the governing board or committee has reasonable cause to believe a member has 

failed to disclose actual or possible conflicts of interest, it shall inform the member of the 
basis for such belief and afford the member an opportunity to explain the alleged failure to 
disclose. 

 b. If, after hearing the member’s response and after making further investigation as 
warranted by the circumstances, the governing board or committee determines the member 
has failed to disclose an actual or possible conflict of interest, it shall take appropriate 
disciplinary and corrective action. 

D.  RECORDS OF PROCEEDINGS:  The minutes of the governing board and all committees 
with board delegated powers shall contain: 

 1. The names of the persons who disclosed or otherwise were found to have a financial 
interest in connection with an actual or possible conflict of interest, the nature of the 
financial interest, any action taken to determine whether a conflict of interest was present, 
and the governing board’s or committee’s decision as to whether a conflict of interest in 
fact existed. 

 2. The names of the persons who were present for discussion and votes relating to the 
transaction or arrangement, the content of the discussion, including any alternatives to the 
proposed transaction or arrangement, and a record of any votes taken in connection with 
the proceedings. 

E.   COMPENSATION 

 1. A voting member of the governing board who receives compensation, directly or 
indirectly, from the HEPTO for services is precluded from voting on matters pertaining to 
that member’s compensation. 

 2. A voting member of any committee whose jurisdiction includes compensation matters 



and who receives compensation, directly or indirectly, from the HEPTO for services is 
precluded from voting on matters pertaining to that member’s compensation. 

 3. No voting member of the governing board or any committee whose jurisdiction 
includes compensation matters and who receives compensation, directly or indirectly, from 
the HEPTO, either individually or collectively, is prohibited from providing information to 
any committee regarding compensation. 

F .   ANNUAL STATEMENTS: Each director, principal officer and member of a committee 
with governing board-delegated powers shall annually sign a statement which affirms such 
person: 

 1. has received a copy of the conflicts of interest policy,
 2. has read and understands the policy,

 3. has agreed to comply with the policy, and ,

 4. understands the HEPTO is charitable and in order to maintain its federal tax 
exemption it must engage primarily in activities which accomplish one or more of its tax-
exempt purposes. 

G.  PERIODIC REVIEWS:  To ensure the HEPTO operates in a manner consistent with 
charitable purposes and does not engage in activities that could jeopardize its tax-exempt 
status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, 
include the following subjects: 

 1.   whether compensation arrangements and benefits are reasonable, based on competent 
survey information, and the result of arm’s length bargaining. 

 2. whether partnerships , joint ventures, and arrangements with management organizations 
conform to the HEPTO’s written policies, are properly recorded, reflect reasonable 
investment or payments for goods and services, further charitable purposes and do not 
result in inurnment, impermissible private benefit or in an excess benefit transaction . 

H.  USE OF OUTSIDE EXPERTS:  When conducting the periodic reviews as provided for in 
G, the HEPTO may, but need not, use outside advisors. If outside experts are used, their 
use shall not relieve the governing board of its responsibility for ensuring periodic 
reviews are conducted. 

XX.  ADOPTION 

These Bylaws were adopted on   _________________________________ 

____________________________________________________________

President(s) 



____________________________________________________________

Vice President(s)

____________________________________________________________

Treasurer 

____________________________________________________________

Secretary 


