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Special Education PTA

Mill Valley

PARLIMENTARIAN RESPONSIBILITIES
(DRAFT rev. 10/31/07)
A.
General

Thank you for volunteering as a parliamentarian for It Takes a Village, Special Education PTA, Mill Valley (“ITAV”).  This is an officer position, and you are voting member of ITAV’s board of directors.  We hope your time with ITAV will be as rewarding for you as it is helpful to us!  
B.
ITAV’s Objectives
It Takes a Village recognizes the challenges in parenting and educating children with learning differences.  We are a collaboration between parents and the Mill Valley School District (K-8th grade), working together to provide the educational services these students need to succeed in school.  ITAV is a Special Education PTA affiliated with the National PTA.  Our specific goals are to:
· Provide parent-to-parent support for parents of children with learning differences.

· Provide information and resources to help parents and the school community to understand, identify and teach students with learning differences.
· Assist parents and the school community with transitions, including entering kindergarten and moving to middle school.
· Provide a forum for two-way information sharing between parents and the district.
· Identify concerns of parents and the school and collaborate on solutions.

As a board member, you may become involved in communicating general parent concerns to the board, as well as publicizing ITAV’s programs to educators and parents.  However, it’s important to understand that we cannot advocate on behalf of a particular student.  Please refer parents with specific concerns to your school’s resource center or, if necessary, to Dr. Kerri Mills (Asst. Superintendent in charge of special education and ITAV’s District liaison).

Second, ITAV has the support of our school community, including Ken Benny (Superintendent), Dr. Kerri Mills, the District’s principals, and the District’s other PTAs, including the PTAs’ governing board, the Mill Valley PTA Council.  Nonetheless, we are a new organization.  If you encounter any problems whatsoever in your work for ITAV, please contact the board president to discuss possible solutions before acting.

Finally, we strive to keep the identities of our membership CONFIDENTIAL, as well as any communications regarding particular students.  Please preserve the privacy of our members and the District’s students.

C.
“Nuts and Bolts” Information and Binders
You will receive the ITAV binder for your position.  Our binders are cumulative so new board members can track what has happened in prior years.  The binder should contain at least the “nuts and bolts” information listed below.  (This list can also serve as your binder index.)  Please update your binder for the upcoming year if not already done. 

Board Position Description

Contact Lists (ITAV, District Special Education Staff, Mill Valley PTA Council)

Calendars (ITAV and PTAs)


Board Meeting Agendas/Minutes/Reports

Annual Reports

Membership Letters/Forms

Bylaws

Event Flyers/Promotional Material

Brochures

Website Information

Community Resource Information

Special Project Information

D.
Beginning of the Year Responsibilities
Most of our operating systems are in place, so the amount of time your work for ITAV will take should be fairly minimal.  We estimate the beginning of the year jobs listed below will take about 2-3 hours.
· Review ITAV’s bylaws.  Our national PTA no. is 386174.  Our California local unit no. is 5954.
· Calendar the deadlines set forth in the bylaws and communicate the deadlines to the board president.  
· Ensure that the board president makes any required action a part of the appropriate board meeting agenda.  
E.
Ongoing Responsibilities
Ongoing jobs should take only 3-4 hours a month.

· Attend ITAV board meetings at the District office.  Typically, the meetings are on the first Tuesday of each month, from 9-10 a.m.  If possible, also attend and participate in ITAV programs, i.e. monthly speaker event, quarterly parent coffees, and annual holiday party.
· Be prepared to advise the board on any parliamentary issues, e.g. motion and voting procedures.

· Assist with special projects the board undertakes.
F.
End of the Year Responsibilities
· If not continuing in your ITAV position, please assist in locating replacement.

· Update the ITAV binder for your position.

If you need any assistance with the above, please do not hesitate to ask.  We understand that our board members have other obligations and time commitments.  We are grateful for any contribution you can make.  Thank you again for your support.  Here’s to a great year for ITAV!
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