Temecula V§Iley
Council

PIA

everychild.onevoice.”

NOMINATING COMMIT TE=E
AND ELECTION HANDBOOK



TABLE OF CONTENTS

NOMINATING COMMITTEE
PURPOSE OF THE NOMINATING COMMITTEE
ELECTING THE NOMINATING COMMITTEE
RESPONSIBILITIES OF THE NOMINATING COMMITTEE
RESPONSIBILITIES OF NOMINATING COMMITTEE CHAIR
ALTERNATES
ROLE OF PARLIAMENTARIAN
ROLE OF PRINCIPAL
SELECTING NOMINEES
NOMINEE QUALIFICATIONS
OFFICER RESPONSIBILITIES
CONTACTING NOMINEES
QUESTION & ANSWERS
SAMPLE NOMINATION FORM
NOMINATING COMMITTEE CHECKLIST
DOS AND DON’TS

SAMPLE REPORT

ELECTIONS
ELECTION GUIDELINES
VOICE VOTE
BALLOT VOTE

SCRIPT FOR CONDUCTING ELECTIONS

10

11

12
12
14
14

16



NOMINATING COMMIT TEE

PURPOSE OF THE NOMINATING COMMITTEE

The purpose of the nominating committee is to recognize and seek qualified nhominees for the
elected leadership of the PTA. The members of the committee, therefore, have a tremendous
influence on the future of the PTA and should be selected carefully.

Serving on a nominating committee is an honor and a privilege. This committee is the PTAs
most influential internal body, and because it deals with sensitive issues, deliberations of this

committee are kept confidential.

Nominating committee should have a broad acquaintance with the membership and an under-
standing of the organization's functions and its purposes. The committee should include both

experienced leadership as well as newer members.

ELECTING THE NOMINATING

COMMITTEE

The Bylaws for Local PTA/PTSA Units
state that the nominating committee is
elected by the membership at an asso-
ciation meeting at least two months
prior to the annual election meeting.
The bylaws also specify how many
members and alternates are elected
and who is eligible to serve on the
committee. No member shall serve on
the nominating committee for two con-
secutive years.

Consider including at least one student
to serve as a member of the nominating
committee if there are student mem-
bers in the PTA/PTSA. When consider-
ing a person for any office, assure the
person understands all of the duties of
the position. The unit bylaws, standing
rules and procedure books should be
consulted for further information. It is
the responsibility of the nominating
committee chairman to fully explain the
duties of a position to a prospective
nominee.
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QUALITIES OF NOMINATING COMMITTEE

MEMBERS

Elected on merit and ability.

Willingness to devote adequate time to the
responsibilities involved.

Knowledgeable regarding the eligibility re-
quirements and the qualifications necessary
for the offices to be filled as well as the re-
sponsibility of each office.

Aware of the qualifications and abilities of
potential nominees.

Able to give objective consideration to nomi-
nees.

Able to use sound judgment and skill in
evaluating nominees.

Tactful, discreet with integrity.

Able to keep all deliberations confidential.

TVCPTA - Nominating Committee & Election Handbook 2011
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RESPONSIBILITIES OF THE NOMINATING COMMITTEE

The Bylaws for Local PTA/PTSA Units indicates which officers are elected at the annual election
meeting of the PTA. It is not the responsibility of the nominating committee to appoint chairmen
for the upcoming term. The president appoints committee chairmen, subject to ratification by the
executive board (board-elect).

The nominating committee elects its own chair-man. The chairman and the committee should
review requirements for nominees and duties
of each elected officer as outlined in the By-

@ laws for Local PTA/PTSA Units,Article VI,
Sections 1-9. A membership list from the as-
Otg sociation should be provided to the commit-
M@ N tee. Only those persons who are eligible and
7/6\ “x‘(\e who have given their consent to serve, if
es © elected, shall be nominated for office.

<:om“‘““ee '

{ neVe’ s¢

e p(es\d_e 2kn0 The chairman should ensure that nominating
™ nom\“ committee meetings are scheduled to pro-
vide sufficient time to identify and consider
all recommendations and suggestions. Alter-
nates should be advised of these dates and
be reminded that, should an elected member

be unable to serve, an alternate will be asked to replace that member.

Selection of nominees for office should be an orderly procedure. Open and frank discussion
must be held among members of the committee. Discussions are strictly confidential and no in-
formation should leave the committee meeting, even after the officers have been elected.

Every effort should be made to provide the PTA with a slate of officers that is balanced in terms
of new as well as experienced officers, represents the school attendance area, and reflects the
diversity of the school population.

The committee is not obligated to nominate the president or any current officer eligible to serve
a second term, or to nominate automatically the executive/first vice president for president.
Each nominee must be evaluated independently and by the same criteria as all other nominees.
The committee is obligated to seek out those eligible members who would best serve in a par-
ticular office.

Members of the committee are not excluded from becom- %
ing nominees for elected office. During nominating com-
mittee meetings, if a committee member is being consid- Ekg /\/Ofg

ered, the member should be excused from the meeting
during the discussion regarding that office, but may re- No member shall serve on the

turn for the vote which shall be by ballot. nominating committee for two con-

- , , , secutive years.
The nominating committee continues to serve until the

annual election meeting.
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RESPONSIBILITIES of NOMINATING COMMITTEE CHAIR

Contact potential nominees, unless this responsibility is delegated to another committee mem-
ber. Inform committee members of the results of the contacts. (Contacting Nominees 2.2.3, 33)

Submit the names of nominees to the membership 30 days prior to the election. This may be
done at an association meeting or through a flyer
or newsletter.

Reconvene the committee in the event a nomi-
nee withdraws before the election is held.

Read the nominating committee report to the
membership at the annual election meeting.

Advise the nominees to attend the election meet-
ing and the installation of officers.

Give a written report of the nominees to the re-
cording secretary, signed by the members of the
nominating committee.

Be discharged of committee responsibilities at the time of the election.

ALTERNATES

Alternates, also elected by the membership, do not attend nominating committee meetings un-
less notified to fill a vacancy on the committee, but should be advised of the date and time of the
first meeting.

If an elected member of the committee cannot attend the first meeting, the first alternate is
asked to replace that person and the alternate then serves as a permanent member of the
committee.

Any elected members who cannot attend the first meeting must immediately notify the parlia-
mentarian and/or the chairman of the nominating committee to ensure that the first alternate is
contacted to replace the committee member for that and all future nominating committee meet-
ings.
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ROLE OF PARLIAMENTARIAN

At the meeting to elect the nominating committee, the parliamentarian reads aloud Article V,
Section 3, of the Bylaws for Local PTA/PTSA Units.

The parliamentarian may be elected to the nominating committee. The parliamentarian sets the
date for the first nominating
committee meeting immediately

following its election. Q
The parliamentarian attends
meetings of the nominating 7%/(3 A/Of
committee only if elected to /_‘\t the firg 2
serve as a member of the com- Mment tin
mittee. a gCO""mitte Mmeet
. Ing th
The parliamentarian shall notify PrOVIdeS in par
the first alternate if an elected dures- tr Uction nomi
member of the nominating com- . & m’”ating pro
mittee cannot attend the first CondUCtS e gl -
" . na. . . elect:
nominating committee meeting XPlains he o .CTIOn of 5 hairma
® . alrm [} 5

ROLE OF PRINCIPAL Prov,des aco e reSPOnsibiI' 1

. . rules Py of the lties:
The principal of the school, if not ya o , the
an elected member of the nomi- tee’ m ership |j Stand,'n
nating committee, may serve in . S Use; ang P list for the I
an advisory capacity. €s g telep h

an be re on r

SELECTING NOMINEES cedure acheq to answer . here he/sh
The responsibility of the nominat- ) €stiong on pro.

ing committee is to select the

best-qualified, available person

for each office. Submitting more ‘
than one nominee for an office

would be unusual. If the committee should select two names for the same office, each nominee
for that particular office must be advised and informed of the name of the other nominee.

Students who are willing and have the time may serve as officers in the PTA/PTSA. According to
California's Corporation Code and civil law, a student may serve in any PTA/PTSA office. All offi-
cers, adults and students alike, must perform duties of the office as outlined in the bylaws.

TVCPTA - Nominating Committee & Election Handbook 2011
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NOMINEE QUALIFICATIONS

v

S RS

Nominee must be a PTA member;

Must support the Purposes and basic policies of the PTA and recognize that PTA is an effec-
tive organization working for all children and youth;

Should have effectively carried out previous PTA and/or other organizational responsibilities;
Should have knowledge of the organization and its role in the school and community;
Should be willing to give PTA priority and commitment including attendance at meetings;

Must be fair and objective and concerned for the well-being and best interests of the PTA,;
and

Must understand the importance of effective teamwork.

OFFICER RESPONSIBILITIES

To ensure a successful term of office, certain responsibilities begin as soon as officers are
elected. All board members and chairmen are expected to:

*Accept office or position only when willing to
uphold the policies and procedures of the State
and National PTA,;

*Accept office only when willing to prepare one-
self to fulfill the responsibilities of the office;
*Study and follow unit bylaws and standing
rules;

*Attend and participate in meetings;

*Abide by the will of the maijority;

*Respect the privacy of the business of the ex-
ecutive board;

*Protect members’ privacy by allowing no distri-
bution of membership lists to outside interests;
*Meet deadlines and fulfill assignment promptly;
*Give accurate and detailed account of all mo-
nies entrusted to them;

*Delegate instead of doing it all yourself;

Develop and strengthen leadership;

Attend conferences, workshops and conventions;

Maintain a procedure book to pass on to one’s successor; and
Resign if unable to perform the required duties of the office.

TVCPTA - Nominating Committee & Election Handbook 2011
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CONTACTING NOMINEES

It is the nominating committee chairman's responsibility to contact each nominee, but any com-
mittee member may be asked to make the contact and report to the chairman. It is not advisable
to talk a reluctant individual into accepting a nomination.

Consent of each nominee should be obtained, while the committee is in session, in order to
place the name in nomination. If consent cannot be obtained during the meeting, the chairman
will inform the committee members of the results of contacts made outside of the committee
meetings.

Nominees should be given a clear indication of the responsibilities of the office and how much
time may be involved. If requested, a printed job description can be provided. (Recommended
Officers 2.3.11, 40). Individuals considering accepting nomination to an elected office should be
advised that responsibilities of the office may include attendance at leadership training meet-
ings, workshops, and/or the California State PTA annual convention.

In the event that no qualified candidate can be found for a particular office, it is better to leave
the office vacant, than to fill it with
a person not able to do the job. Af-
ter the election, the board-elect
may fill any vacant positions ac-
cording to the unit bylaws.

TVCPTA - Nominating Committee & Election Handbook 2011
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QUESTION & ANSWERS

Q. Can the nominating committee fill one position with two people who are willing to share the
duties of the office?

A. No.A position may be filled by only one person. If unusual circumstances exist that require
more than one person to handle the duties of a particular position, then an assistant or deputy
position may be created. Caution: If the assistant or deputy position is included by amending the
bylaws , that position will then be required on all future boards. Alternatively, an assistant or
deputy position with a clear description of the job duties may be added to the standing rules to
allow for the position without requiring it on all future boards.

Q. Can one person be nominated for more than one office?

A. Yes. However, a member can serve in only one capacity at a time. In such a case, if the per-
son elected to two or more offices is present, he/she can choose which office he/she will accept.
If he/she is absent, the assembly should decide by vote the office to be assigned, and then elect
others to fill the other office(s).

Q. Can a vacant position on the proposed nominating committee report be filled after the report
has been submitted and posted?

A. Yes. If a nominee withdraws before the election, the committee must reconvene as soon as
possible to agree upon another nominee. If an office is vacant after the election because an
officer-elect resigns or because no one was elected to fill the office, it shall be considered a va-
cant office to be filled by the board elect according to the bylaws.

Q. How does the nominating committee handle the acceptance of the nomination for a position
after the report has been submitted?

A. If someone accepts a nomination after the report has been submitted (at least 30 days prior
to the election meeting), the nominating committee chairman will read a revised report of the
new nominee for office to the executive board and to the membership at the annual (election)
meeting.

TVCPTA - Nominating Committee & Election Handbook 2011
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SAMPLE NOMINATION FORM

SAMPLE NOMINATION FORM
| ATTENTION: ALL INTERESTED IN HOLDING A PTA/PTSA OFFICE |

Insert Date Here
To: Anyone Interested in Running for Office on the NAME OF SCHOOL PTA or PTSA Executive Board
RE: Slate of Officers for the 20__-20__ (next school year term) NAME OF SCHOOL PTA or PTSA Executive Board

Dear Parents, Guardians, Staff and Students:

1tOs time to think about next year already! We need to secure a slate of nominees for the elected officer positions on
our PTA or PTSAExecutive Board. Officers shall serve for a term of one year or until their successors are elected.
The privilege of holding office shall be limited to members of any PTA/PTSA in good standing, for at least thirty days,
previous to nomination. No officer shall be eligible to the same office for more than two consecutive terms or hold
more than one elected office. A list of nominees for the elected officer positions will be posted at NAME OF SCHOOL
by date & year, 30 days prior to election. Officers will be elected at our General Association Election Meeting ondate,
year, time at NAME OF SCHOQLand shall assume their duties on July 1, 20__ (current year). If you have any
questions regarding the duties of any given position, please contact the current officer, the Nominating Committee
Chairman, or me.

Elected Officer Positions: = Fourth Vice President, [if applicable, add job title here]
¥ President* ¥ Recording Secretary*
¥ First Vice President, Programs ¥ Treasurer*
¥ Second Vice President, Membership ¥ Auditor
¥ Third Vice President, Ways and Means ¥ Historian

*These positions are required to have a PTSA

Or, maybe youOd like to consider volunteering for an appointed position on the Executive Board. After the election,
the new President shall appoint the following positions, subject to ratification by the Executive Board. The term of
office is one year or until a successor has been appointed.

Appointed Positions: ¥ Student Representatives ¥Teacher Representatives
¥ Parliamentarian ¥ Reflections Chairperson ¥ Red Ribbon Week Coordinator
¥ Hospitality Chairperson ¥ Website Coordinator ¥ Staff Appreciation Chairperson
¥ Volunteer Coordinator ¥ Legislation Representative I [list any other jobs]

If you are interested in any elected or appointed position, please complete this form and return it ASAP via
Interdepartment Delivery school mail, or hand deliver it to the NAME OF SCHOOL PTA or PTSA mailbox in the
Teachers® Workroom, marked ATTENTION: NAME OF SCHOOL PTA or PTSA NOMINATING COMMITTEE.
Thank you.

Please consider me for the following NAME OF SCHOOL PTA or PTSA ELECTED officer positions:

1) 2)

Or, please consider me for the following NAME OF SCHOOL PTA or PTSA appointed officer positions:

1 2)

NAME:

ADDRESS:

HOME #: CELL #: WORK #:
E-MAIL ADDRESS:

Currently a member at which PTAs/PTSAs?

On the back of this form, please list any PTA experience and/or qualifications for office.

TVCPTA - Nominating Committee & Election Handbook 2011
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NOMINATING COMMITTEE CHECKLIST

Bylaws Committee

NOMINATING COMMITTEE CHECKLIST

O Elect nominating committee at association meeting

O Must be at least 60 daysi@rto annual election meeting
O Check number of members antkeates as listed in bylaws
O Verify eligibility of committee member nominees

O Verify PTA membership

O Check service on prestils nominating committee

O Schedule committee meeting

O Parliamentarian arranges date
O Principal included as advisor, if not elected
O Alternate(s) called if elected memtbunable to attend first meeting

O Committee meets

O Parliamentarian gives instructions (stays only if an elected member)
O Elect committee chairman
O Review officer positions and tlas (Bylaws and Standing Rules)
O Prepare slate
O Each nominee must be a PTA member (membership list)
O Each nominee must be entlasdic and supportive of PTA
O Each nominee should have knowledgé¢hef organization and its role in the
school and in the community
O Each nominee shoulak willing to give PTA a satiattory level of priority and
commitment, including attendance at meetings
O Each nominee shoulak able to workvell with people
O Call potential nominees

O Include clear indication of responsibilities of the position

O Include any expected representatirrouncil or district meetings
O Do not try to persuade a reluctant individual

O Do not try to Ofill the board§ust to have names in place

O Schedule follow-up meeting if needed
| Remind everyone that all discussions are confidential
O Committee members sign slate

O Membership notified of nominees in writing at least 30 days
prior to election meeting

7 i3

California State PTA www.capta.org The Communicator November 2008
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DOs and DON’Ts

Bylaws Committee

DOs and DON'Ts
For Nominating Committees

DO Study carefully the qualifications of members before presenting the
name as a nominee.

DON'T  Submit a member’s name as a nominee because she/he is a friend of
yours.

DO Check the membership list to be sure nominee is a member of the
organization.

DON'T Nominate a person with the thought that it is a good way to get him
to join the PTA.

DO Remember that committee DISCUSSION is left in the meeting room.

DON'T Repeat what was said in the committee meeting to anyone.

DO See that the report of the nominating committee is publicized through
the proper channels.

DON'T  Report the results of the nominating committee until it has been
publicized through the proper channels.

DO Accept an office yourself if you are sincerely interested in the purpose
of the organization.

DON'T  Accept the office if you are only interested in having your name in the
yearbook.

California State PTA www.capta.org The Communicator January 2008
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SAMPLE REPORT

Bylaws Committee

REPORT OF THE NOMINATING COMMITTEE

Name of PTA:

Date:

The nominating committee met on to consider all eligible
candidates for the term of office. On behalf of the nominating committee, I present the

following slate of officers for the association’s consideration:

Position Name

Signatures of Nominating Committee:

The report of the nominating committee is submitted to the membership in writing at least 30 days prior
to the election and reported at the election meeting. The report of the nominating committee must be
entered into the minutes of the association.

California State PTA www.capta.org The Communicator November 2008
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—LECTIONS

ELECTION GUIDELINES

1. Advance written notice of the election meeting must be provided to the membership (Associa-
tion Meeting 2.1, 27).

2. The president presides at the election meeting.

3. The privilege of voting shall be limited to members of the association who are present, whose
dues are paid, and who have been members of the association for at least thirty (30) days.

4. Election of officers is held at the annual meeting and will come under "new business" on the
agenda. The president calls upon the parliamentarian to read the sections of the bylaws pertain-
ing to nominations and elections.

5. After the parliamentarian has finished, the president calls upon the chairman of the nominat-
ing committee to read the report of the committee. If a nominee has withdrawn prior to the elec-
tion and another nominee has been selected, the chairman will read a revised report to inform
the membership of the new nominee.

6. The president restates the slate of nominees and asks each one to stand. The president con-
ducts the election of officers eve in the bylaws. The secretary should have ballot slips available.
Even if the nominating committee presents only one name for each n if (he/she is) nominated
for an office. The president thanks the nominating committee for its report and states:

"According to our bylaws, nominations from the floor are now in order."

The privilege of nominating from the floor is extended to members of the association who are
present, whose dues are paid, and who have been members of the association for at least 30
days. A qualified member may nominate his or her self.

Nominations do not re-
quire a second, only the
nominee's consent.

TVCPTA - Nominating Committee & Election Handbook 2011
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The president can:

a. Ask for additional nominations for all positions in the order in which they are listed in the By-
laws for Local PTA/PTSA Units,Article V, Section 2, before closing nominations for all elected
offices and then proceed with the election; or

b. Ask for additional nominations for each position, one at a time, in the order in which they are
listed in the Bylaws for Local PTA/PTSA Units,Article V, Section 2, and then proceed to elect the
officer after nominations are closed on each position.

The president states,
" has been nominated for president, are there further nominations for president?"
(Pause). " has been nominated for vice president, are there further nominations for
vice president?" (Pause). This procedure is used for each office.

The president then says,

"Are there further nominations for any of these offices?"(Pause) "Hearing none, | declare the
nominations closed. The bylaws state that where there is but one nominee for an office, the bal-
lot may be dispensed with and the election held by voice. Is there any objection to this proce-
dure?" (Pause) "Hearing none, the following are presented for election for presi-
dent, for vice president, etc." After all offices have been presented say the follow-
ing: "All those in favor say aye, those opposed say no."

The president states, Q
"The ayes have it and you have elected
the following officers." (The president Ekg

restates names and offices.)

Officers are elected by a majority vote of OFF
those present, providing the quorum as All PTA of: ICERS

stated in the bylaws has been met. ave th €rs inCIu
Mme . .
emp tin Parligm,
tecteq | t'e p Privileg o tﬁ”tanan,
ot Ing | he lallty is pro
is by bal-
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VOICE VOTE

If there is but one nominee for any office, the ballot vote for that office may be dispensed with
and the election held by voice vote, as described above.

If a member requests a vote by ballot for any office, the request must be recognized and voted
upon without debate.

BALLOT VOTE

1. When there are two or more nominees for an office, the election is held by ballot. To verify
eligibility to vote, the membership list must be checked before ballots are distributed. The secre-
tary has the official membership list. If a membership list is not available, all present will be al-
lowed to vote. If it is known prior to the election meeting that there will be two or more nominees
for any office, ballots may be distributed at a registration table as members arrive for the meet-
ing and present their membership cards.

2. The president appoints a tellers committee, including a chairman and at least two (2) tellers,
whose duties are to distribute, collect, and count the ballots. Ballots may also be collected in a
ballot box.

3. The president requests all members eligible to vote to rise and be counted. This count will
determine the number of ballots to be tallied.

4. A nominee for an office cannot be involved in the election procedure as a teller who collects
ballots and counts votes.

5. Blank ballots are not counted.

6. lllegal ballots are counted to determine the number of votes cast, but are not applied as a
vote for or against any nominee. Ballots are considered illegal if:

- They are unintelligible;
- They contain the name of a nominee who is not a member; or

- Two or more filled out ballots are folded together. These are recorded as one illegal
vote.

7. In a contested election each nominee may designate a person as an observer at the time the
ballots are counted.

8. If another vote is necessary, the voting members must be recounted to establish the number
of ballots to be tallied. If a member eligible to vote was not present when the original ballot was
cast but arrives in time for another vote, the member is entitled to vote.

9. The results of the voting are reported by the chairman of the tellers, in writing to the presi-
dent, as follows:

TVCPTA - Nominating Committee & Election Handbook 2011
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Number of members eligible to vote

Number of votes cast

Number needed to elect

(Nominee) Received

(Nominee) Received

10. This procedure is repeated for each contested office. The president announces who has
been elected to office. Unless requested, the president does not have to announce the number
of votes cast for each nominee, but the complete Tellers Report must be recorded in the min-
utes. Following the announcement of the vote, the chairman of the tellers moves that the ballots

be destroyed.

11. It is permissible to use these two procedures in one election by using voice vote for uncon-
tested offices and a ballot for those that have two or more nominees.

12. A challenge to the election procedure or outcome must be made during the election meeting.
For additional information see Robert's Rules of Order Newly Revised Point of Order section.

TVCPTA - Nominating Committee & Election Handbook 2011
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SCRIPT FOR CONDUCTING ELECTIONS

Bylaws Committee
ScriPT FOR CONDUCTING ELECTIONS

It can be nerve-wracking to stand in front of your membership and conduct elections. What do you say and how do you
it? Consider the following:

PRESIDENT: OWe will now conduct our elections. Would the parliamentarian please read the sections of the byla
pertaining to elections?0

PARLIAMENTARIAN : (The parliamentarian reads aloud the following sections of the unit bylaws: Article V, Sections
1, 2, 3a, 3b, 3d, 39, 4, 5, 6, 7, and 11.)

PRESIDENT: OWill the chairman of the nominating committee please present the committee report?O

CHAIRMAN: (The chairman reads the prepared report that states the slate of nominees, the nominating commit
members and the date of the report. The chairmanOs part in the elections is concluded.)

PRESIDENT: OThank you.O (The president then rereads the report of the nominating committee and asks each non
to stand.)

OAccording to our bylaws, nominations from the floor are now in order. For president, is nominated. .
there further nominations from the floor?0 (Give a few moments for response.) OSeeing none, the nominations for pres
are closed.

0 has been nominated for executive vice president. Are there further nominations from the fl
(Give time for response.) Seeing none, the nominations for executive vice president are closed.O

(The president then goes through each elected position as specified in the bylaws asking for nominations from the fli
Should a nomination be received for an office that has no candidate, that election can be held by voice vote. Shou
nomination be received for an office with a candidate, a ballot election must then be held for that office or offices; a bal
election must also be held at the request of any member of the association. See section below for information regardi
ballot.)

PRESIDENT: (The president then reads off the candidates and offices.) OAs there are single candidates for each offic
there are), we will conduct the elections by voice vote. |s there any objection to this procedure? (If no one has called fi
ballot vote, elections continue.) All those in favor of electing as president,
executive vice presidentE. (reads all the names) say OAye.O Those against, say ONo.O The ayes have it and you have
the following officers.O (The president then restates the names and offices of those elected. The Ovoice voteO elec
concluded.)

California State PTA www.capta.org The Communicator January 2008
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