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Adapated from a seminar by Eli Mina, Roberss Rules of Order - Demystified!and The
Minute Taker's Handbook by Jane Watson (Copyright 1992, 1999 by Jane Watson).

Rules of order are intended to faciltte progress, not impede it. They ace designed 10 in-
clude members in decision-making, with everyane having an equal opportunity to pacticipate
in the discussion and influence the group's decisions. Use common sense; think “far, rea-
sonable and responsible”.

The bylaws of many PAC and other organizations sate that they use Roberts Rules when
theie bylaws are silent n an issue. However, Roberts Rules are often more complex than

ecessity. You may use any procedure you wish — even create gour own.

Think of pactiamentary procedure fke tble manners: 3 certain amount is required for an ot~
decly meal formal dinners use more manners than suppers in the kitchen.

Quick facts on Robert’s Rules and other common sense tips:

1. Adoption of a motion requires 2 majority in Favour; therefore,  tie vote means the mo-
tion s defeated.

‘Quorum is sated in your bylaws. The number chosen should be how many parents can
ceasonably be depended upon to attend any one mecting.

3. A quorum must be present throughou the entire meeting to conduct business. Quorum
cannot be suspended — it would violate the rights of those not present.

4. Steps in handling a motion:
9 A member makes the motion [{ move that we...]
b) Another seconds the motion [T second the motion]
) The chaie sates the motion (It i moved and seconded that...]
d) Debate and possibly amendment

e place.

) The chair puts the motion to a vote [We are now voting on the motion to... Allin
favour? All opposed? The motion is Casried/Defeated]

§) The chair announces the result [The motion is Carred/Defeated ]

5. Be clear about what is being voted on and make sure everyone knows you are taking
the vote. Recead the motion before voting. Introduce plain language. Instead of “calling
the question”, say, “Let's take a vote”.

6. Three things are important to record in the minutes: the exact wording of the motion,
that discussion toak place, and the final outcome (carried o defeated).
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Lynnmour Elementary School

LYNNMOUR PARENT ADVISORY COUNCIL 

CONSTITUTION AND BYLAWS
MISSION STATEMENT OF LYNNMOUR ELEMENTARY SCHOOL

Lynnmour creates a positive and safe environment that allows all students to learn the importance of respect, self

regulation, and life long learning.
CONSTITUTION OF LYNNMOUR PARENT ADVISORY COUNCIL (LPAC)

Section I Name

The name of the Association shall be the Lynnmour Parent Advisory Council (LPAC).
The Council will operate as a non-profit organization with no personal financial benefit.
The business of the Council shall be unbiased towards race, religion, gender or politics.

Section II Purposes of LPAC

The purpose of the Council is to support, encourage and improve the quality of education and the well being of students in Lynnmour Elementary School.
1. To advise inform the Principal and staff on parents' views on any matter relating to the school programs, policies, plans, and activities, to offer suggestions and ask questions.
2. To communicate with parents and to promote cooperation between the home and school in providing for the education of children.

3. To assist parents in accessing the system and to provide advocacy support for individual children and their parents. 
4. To contribute to a sense of community within the school and between the school, home, and neighbourhood.

5. To contribute to the effectiveness of the school by encouraging parents to stay informed, stay involved and advocate for themselves or their children through proper channels. promoting the involvement of parents and other community members.

6. To organize LPAC activities and events and to support programs that promote parent involvement.
7. To provide parent education and professional development, and a forum for discussion of educational issues.
8. To fundraise on behalf of  in support of the school to help make improvements to programming, learning opportunities, safety and out-of-school activities.

Section III Dissolution

1. ln the event of dissolution or winding up of the Council, and after payment of all debts and costs of dissolution or winding up, the assets and remaining funds of the Council shall be distributed to another Parent Advisory Council or Councils in School District No. 44 (North Vancouver) with purposes and objectives similar to those of LPAC and which meet all of the requirements of the British Columbia Gaming Commission, as the members of the Council may determine at the time of dissolution or winding up. 
2. ln the event of dissolution of the Council, all records of the organization shall be placed under the jurisdiction of School District No. 44 in the person of the Principal of the school and/or the person of the Secretary-Treasurer of the School District.
Section IV Interpretation of Terms

Parents – the parent(s) or guardian(s) of the child or children in School District No. 44.
Parent Advisory Council – any organized group of parents recognized under the British Columbia School Act.

School – any public elementary or secondary education institution within School District No. 44.

District – School District No. 44.
Community Organizations – groups which demonstrate an interest in education and are not already included in the scope of this Constitution.

BYLAWS

Section V Membership in LPAC
1. All parents and guardians of students registered at Lynnmour Elementary School are voting members of the Lynnmour Parent Advisory Council. 
2. Administration and staff (teaching and non-teaching.) of Lynnmour Elementary School may be non-voting members of the Council. 
3. Members of the school community who are not parents of students currently enrolled in the system may be invited to become non-voting members of the Council. 
4. At no time shall the Council have more non-voting than voting members. 
Section VI Meetings

1. Meetings will be conducted efficiently and with fairness to the members present. 
2. There shall be an Annual General Meeting (AGM) for the purpose of election of officers held in June of each year. 
3. General meetings shall be held not less than eight times per year, one of those being the AGM. 
4. Executive meetings may be held anytime or place as deemed necessary. The purpose of executive meetings is to carry on business between general meetings. 
5. lf procedural problems arise on an issue not covered in these bylaws, Robert's Rules of Order (as attached as Appendix A) shall be used to resolve the issue. 
6. A Council meeting shall not be a forum for the discussion of individual school personnel, students, parents, or other individual members of the school community.
Section VII Quorum and Voting

A. QUORUM

1. The voting members present at any duly called general meeting shall constitute a quorum.

B. VOTING

1. Unless otherwise provided, questions arising at any meeting shall be decided by a simple majority vote (50% plus 1).
2. ln the case of a tie vote, the motion is defeated.
3. Members must vote personally on all matters; voting by proxy shall not be permitted.
4. Voting shall be done by a show of hands, with the exception of the election of officers, which may be done by secret ballot. A vote shall be taken to destroy the ballots after the election.
5. The election of representatives to the School Planning Council (SPC) and District Parent Advisory Council (DPAC) will be nominated by parents indicating interest and selected by a vote (show of hands).

Section VIII Election of Executive Officers

1. Executive officers shall be elected from the voting members at the Annual General Meeting. No employee or elected official of the school district or Ministry of Education shall hold an executive position.
2. Call for nominations shall be made at the two meetings before of the Annual General Meeting. Nominations shall come from LPAC.
3. ln the event of a vacancy on the executive during the year, the executive shall appoint a new officer (an individual who has been nominated by LPAC) who shall hold office until the next election.
4. Two parent representatives to the School Planning Council shall be elected annually from parents of students enrolled in the school, who are not employees of any school district. One of the representatives must be an elected officer of the LPAC.

5. The Nominations Committee Chair, Past LPAC Chair or substitute LPAC member shall conduct elections.
Section IX Term of Office

1. The term of office shall commence immediately following election at the AGM and shall be for two years. 
2. No person may hold any one position for more than two consecutive years unless the position is uncontested and that person is re-elected.
3. No person may hold more than one elected executive position at any one time with the exception of the District Parent Advisory Council Representative.

4. The term of office for School Planning Council representatives shall be for one year.

5. The past chair shall hold that office for two one year.

Section X Executive Officers

1. The affairs of the Council shall be managed by a board of elected officers and the immediate Past Chair.

2. The Executive Officers may be as follows:

a. Chair

b. Vice-Chair

c. Treasurer

d. Secretary

e. District Parent Advisory Council Representative

f. Two or more Members at Large

g. Past Chair

Section XI Duties of Officers

The Chair shall:

1. convene and preside at membership, special, and executive meetings

2. ensure that an agenda is prepared (in consultation with the Principal) and presented at meetings
3. know the constitution and bylaws and meeting rules
4. submit a report at each meeting outlining contacts made, concerns identified, status of action items and upcoming agenda items

5. know the Constitution, Bylaws and meeting rules
6. know where to find resources to assist members

7. appoint committees where authorized to do so by the executive or membership

8. consult LPAC members regularly

9. ensure that the LPAC is represented in school and school district activities
10. be the official spokesperson for the organization

11. be a signing officer

12. submit an annual report

13. on occasion, delegate the responsibility of chairing a meeting or other duties to the Vice-Chair to gain experience for the Chair role

The Vice-Chair shall:

1. assume the responsibilities of the Chair in the Chair's absence or upon request
2. assist the Chair in the performance of his/her duties

3. accept extra duties as required

4. be a signing officer

contribute to the annual report

The Secretary shall:

1. ensure that members are notified of meetings

2. record the minutes of general meetings, special events and executive meetings

3. keep an accurate and up-to-date copy of the Constitution and Bylaws and have copies available for members upon request
4. issue and receive correspondence on behalf of the Council
5. safely keep all records of the Council

6. contribute and compile an annual report
7. be a signing officer when required

The Treasurer shall:

1. be a signing officer

2. receive all funds for the Council

3. disburse funds authorized by the executive or members

4. maintain an accurate record of all expenditures of the Council

5. give a report of all receipts and expenditures at all general meetings

6. deposit all funds collected on behalf of the Council in an account at a recognized financial institution approved by the LPAC

7. make books available for viewing by members upon request

8. have the books ready for inspection or audit annually

9. with the assistance of the executive, draft a budget and tentative plan of expenditures as per Section XIV

10. ensure that another signing officer has access to the books in the event of his/her absence
11. contribute annual financial statement/report for the annual report

12. submit a preliminary annual financial statement at the Annual General Meeting of the Council

submit final annual financial statement to the members at the First General Meeting of the following year
The School Planning Council shall […]
The District Parent Advisory Council (DPAC) representative shall: 
1. attend LPAC and DPAC meetings
2. seek and give input on behalf of the LPAC and to the DPAC
3. report back to the LPAC
4. contribute to the LPAC annual report
The Past Chair shall:

1. help smooth the transition between Chairs

2. assist, advise and support the Council

3. provide information about resources, contacts, and other essential information to the Council

4. act as a consultant for the Chair
5. if necessary, chair the nominating committee

6. contribute to the LPAC annual report
Members-at-Large shall serve in a capacity to be determined by the Council at the time of election and at

other times as the Council requires.
Section XII Code of Ethics

A parent who accepts a position as an LPAC/DPAC Executive Member shall:

1. uphold the Constitution and Bylaws, policies and procedures of the electing body
2. perform his/her duties with honesty and integrity
3. work to ensure that the well being of students is the primary focus of all decisions
4. respect the rights of all individuals
5. takes direction from the members, ensuring representation processes are in place
6. encourage and support parents and students with individual concerns to act on their own behalf and provide information on the process for taking forward concerns
7. work to ensure those issues are resolved through due process.
8. strive to be informed and only pass on information that is reliable
9. respects all confidential information
support public education

STATEMENT OF UNDERSTANDING
I, the undersigned, in accepting the position of ________________________________ on the Lynnmour Parent Advisory Council (LPAC) Executive, have read, understand and agree to abide by the Code of Ethics set out in the Constitution. I also agree to participate in the dispute resolution process that has been outlined in the Constitution and Bylaws, should there be any concerns about my work.

Name of Executive Member ___________________________________

Signature _______________________________

Date ________________________   Telephone ________________________ Email ____________________________

Section XIII Committees

1. Standing and ad hoc committees shall be formed when necessary.
2. If necessary, a Nominating Committee shall be appointed annually before the Annual General Meeting.
3. Committees are responsible to the executive and members.
4. The LPAC executive may appoint members to committees annually or on an as-need basis.
Section XIV Finances

A. General Guidelines

1. A budget and tentative plan of expenditures will be drawn up by the executive and presented for approval at the start of each year (September) before the current budget expires.
2. The executive will present, for approval at a general meeting, all proposed expenditures above and beyond the budget.
3. The executive may approve additional funds to be spent on an as-need basis and where the urgency prevents a lengthy approval process. 

4. All funds of the Council will be kept on deposit in a bank or financial institution registered under the Bank Act.
5. The executive shall name at least two signing officers for banking and legal documents. Two signatures will be required for such documents.
6. A Treasurer's report shall be presented at each general meeting.
7. Members at a general meeting may appoint an auditor.
B. Money Handling Procedures

1. It is the sole responsibility of the LPAC Treasurer to oversee any LPAC funds that arrive at Lynnmour School. The Treasurer is the custodian of LPAC funds.
2. LPAC funds which arrive at Lynnmour School will be handled or counted in the presence of more than one person. Subsequently, funds will be counted by the Treasurer and one other witness. If the Treasurer is absent, LPAC funds will be counted by the Chair, Vice Chair or appointed volunteer.
3. All LPAC funds which arrive at Lynnmour School shall be placed in a secure location (such as the LPAC secured box or school safe) until it can be deposited.

4. Funds collected on behalf of the LPAC will be written up in the LPAC accounting book and deposited into the LPAC bank account by the Treasurer or Chair in a timely manner.

Section XV Constitution and Bylaw Amendments

1. Except as provided in the constitution, the members may, by a majority of not less than 75% of the votes cast, amend the Constitution and Bylaws of the organization.
2. When a meeting shall discuss amendments to the Constitution and Bylaws, members shall be provided with current documents at least 14 prior to the meeting.
3. The notice of the meeting shall include the proposed amendments.
4. A Constitution or Bylaw amendment shall be dated, signed, and forwarded to the School Board Office for safekeeping.
Section XVI Removal of an Executive Member

1. The members may, by a majority of not less than 75% of the votes cast, remove an executive member before the expiration of his or her term of office, and may elect a successor to complete the term.
2. When a meeting shall make a motion to remove an executive member, members shall be provided with the intention at least 14 days prior to the meeting.
3. A notice of the meeting shall include proposed amendment(s)

Section XVII Property in Documents

All documents, records, minutes, correspondence or other papers kept by a member, executive member or committee member in connection with the Council shall be deemed to be property of the Council and shall be turned over to the Chair when the member ceases to perform the task to which the papers relate. 
Adopted by Lynnmour Parent Advisory Council at North Vancouver, British Columbia, on 
_________________________ , 2017.

________________________

________________________



Karen Wonneberger


Katie Pettit

Chair, LPAC 



Secretary, LPAC
Appendix A    “Roberts Rules of Order”
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[image: image2.png]7. The person seconding a motion does not have to be in favour of i; they just want it
discussed. In a small assembly (les than 12), seconding is not requircd.

8. 1F you make a motion, you can't speak aguinst it, but you can vote against it. You can
change yous mind after hearing discussion.

9. A PAC chair has a vote (unless the bylaws state otherwvise). The DPAC dhair or otbr
DPAC execuive member may cat a voe on if epmsenin thei school's PAC (unless ibe iplan:
sate athervise,

10. At larger meetings, the chaie must remain impartial. Keep the dislogue among al grovp.
members, not between the chair and one or two members.

11, 1F peaple tend 1o dominate the discussion, suggest making a rule that a pacent may only
speak twice on an issue, the second time affer everyone clse has had a chance o speak

12 Focus on the issuc, not on a person or behaviour. Encourage contributions from all
members; ask open-ended, non-threatening questions; recognize positive partiipation;
and protect people’ ideas

13. 1F someone speaks out of ordee (barges in),  point of order should be raised because the
current speakee’s rights ae being infringed.

14. Rules of decorum:

* Remarks must be confined to the pending morion.

* Members must remain courteous and avoid personal attacks.

* I formal mectings, remarks are direcred “through the chair”

© IFa member cefuses to follow the rules of decorum, after being asked by the chair,
the charr could say, “T'd like o get the decision of this group s to whether or not.
they wan 10 suspend the rules of decorum 1 allow this member 10 speak i this

mannee. All those in favour of suspending the rules of decorum?”. Use the power of
the majority whenever you can.

15. OF the secondary motions in Roberfs Rules, it is suggested that only three be used:
amend a motion; refer it to a committee; o postponc it (to 2 definie me). Do not use.
abling (kills the motion) or postponing indefinitely.

- —




LPAC Constitution and Bylaws 2017

Page 8 of 8

