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General Guidelines for the Nominations Process:
· The Nominations Process should be clearly defined in the PA/PTA’s bylaws.  If the bylaws require that a Nominating Committee be formed, language must then be included which explains how the Committee is established and what the Committee responsibilities entail.  

· If the bylaws do not require a Nominating Committee, the bylaws must then clearly define an alternate process for conducting PA/PTA nominations and elections.  In the event that a PA/PTA cannot form a nominating committee, OPE (Office of Parent Engagement) has provided sample language in the bylaw template (page 6) that outlines two alternative processes for conducting PA/PTA Nominations and Elections:
BYLAW TEMPLATE:

“If a nominating committee is not/can not be formed, the executive board must communicate that the nominations and election process outlined above will proceed under the direction of at least two members of the association who are not running for office.  These members will be selected to serve in this role by vote of the general membership at the March general membership meeting.  They will perform the responsibilities and adhere to the timeframe outlined in this section of the bylaws.  They may also seek assistance in conducting nominations and the election from the appropriate region/district presidents’ council and/or the principal or his/her designee and/or the district or regional superintendent or his/her designee.

(OR)

If at least two members of the association who are not running for office are not/can not be identified to conduct the nominations and election process, an expedited nominations and election process as outlined in Chancellor’s Regulation A-660 will be conducted by the appropriate region/district presidents’ council and/or the district or regional superintendent or his/her
 representative by no later than the second Friday in June. “
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The Roles and Responsibilities of the Nominating Committee:

The Nominating Committee is responsible for conducting the Nominations and Election Process.
· Structure of the Nominating Committee: Refer to your bylaws to find out the specifics of how your Nominating Committee is formed.  Remember, the majority of the members of the Nominating Committee must be selected from the general membership and members of the nominating committee are not eligible to run for office.  Also, be aware that persons employed in the school may not serve on the Nominating Committee.  
· Responsibilities of the Nominating Committee include:

1. Canvassing the membership for all eligible candidates;  
2. Determining and ensuring that the eligibility of all candidates are verified;
3. preparing and distributing Notices (all notices must include a distribution date);
4. Conducting all meetings that pertain to the nominations and election process;

5. Officially closing all nominations;

6. Notifying the Principal of the date and time of the election by May 1st;

7. Preparing ballots;

8. Ensuring that only eligible members receive a ballot for voting (this will require that the principal provide a staff member of the school with a copy of the school/child roster);

9. Completing the election by the second Friday in June;

10. Assisting with the tallying of election results;

11. Reporting the Results and ensuring that the election is certified by the Principal or his/her designee (this means that the Principal must complete a “PA/PTA Election Certification Form” which gets submitted to the Region thus demonstrating a functioning PA/PTA);

12. [image: image5.wmf]Retaining ballots for six months or until a grievance has been determined, which ever period is longer.
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Eligibility of PA/PTA Officers:  (Refer to CR A-660)
· PA/PTA bylaws may NOT contain qualifications for holding PA/PTA office.
· Members of the same family may both serve as officers; however, they may not serve as dual signatories.

· The following members are not eligible to serve as an elected officer of the PA/PTA:

1. Community and Citywide District Education Council (CEC, CCHS, CCSE) members from the same district with a child in the school;

2. Staff member employed in the school (i.e.: Parent Coordinator, Teacher, etc.)

Meeting Notices for the Nominations and Election Process:

· Written Notices soliciting recommendations must be widely distributed to the membership (See attached “Willingness to Serve” notice).

· Notices should be translated into the languages spoken by parents in the school.

· Notices must be distributed to the membership at least ten (10) calendar days before a meeting.  Don’t forget, all notices should always have a “Distribution Date”!
· Notices should indicate the PA/PTA officer vacancies and briefly describe the roles and responsibilities of the officers (see attached “Duties of Officers”).

Understanding Campaign Limitations, Use of Facilities and Information Distribution:  (Refer to CR A-130)
· No school facilities or supplies may be used on behalf of, or in support of, any candidate or candidates.  The following activities are prohibited:

1. Use of school equipment or supplies to reproduce or distribute candidate campaign materials (flyers, announcements, biographies, etc.)

2. Posting or distributing campaign materials on school premises.

· Note that the school facility may, however, may be used to host a “Candidates’ Forum”, provided that all candidates are invited to present and all PA/PTA members have been informed in writing about the forum.
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In accordance with CR A-660 nominations must remain open until at least the fourth Monday in May.  This will ensure that your association is in compliance with the current regulatory requirements. 

As such, you may be keeping your nominations open until the night of the election.  At that time you will take nominations from the floor and then officially close nominations, moving immediately into the election.
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1. Reminder Notice:

· In addition to the Meeting Notice, it is good practice to prepare and distribute “Reminder Notices” which include the names of candidates listed alphabetically by surname under each office(s) for which they were nominated.  Remember, these notices should include a “Date of Distribution” and must provide at least ten (10) calendar days notice to membership.  Always indicate the date, specific time and location that voting will take place.
2. Ballot Box/Ballots: 

· Prepare a ballot box.  This box must be secured by the Nominating Committee prior to and during the election.  (At the election, just prior to receiving any ballots, the contents of the box should be verified.)  You will also have to create an official ballot (see attached sample of ballot.)  Remember to include instructions on how to vote; list candidates alphabetically by surname under each office for which they were nominated; and state that if ballots are not completed correctly, are unintelligible, or are left blank, they will be considered “VOID”.  These 
“Void” votes should also be officially tallied and recorded.  Remember, written ballots are only required when more than one candidate is nominated for any office.
3. Attendance Sheets: 
· Make sure that you have attendance sheets for the nominations & election (see attached sample which is specifically designed for an election and will keep track of how many ballots are distributed and to whom.) 

4. Voter Eligibility: 

· Make sure you have requested that the Principal’s designee has obtained a copy of the parent/child roster and will be present at the election to verify parents’ eligibility.  Only a staff member designated by the Principal can access this roster and verify eligibility.
5. Candidate Statements:

· It is a best practice to allow candidates some time (usually candidate statements average 1-2 minutes) to make a few statements prior to the election.  This must be included in the meeting notice that is sent out prior to the election.  While candidates are speaking, run off copies of the ballot.  Thus, make sure you have access to a photocopy machine at the election.
6. Tallying Votes:

· Be prepared to ask for volunteers from the audience to assist the members of the Nominating Committee with the official count and reporting of the results.

7. Blackboard/Dry Erase Board/Newsprint & Easel:  

· Make sure that you have one of these tools available at the election so that you can record and count the votes in the presence of voting members, immediately following the election.
8. Large Envelope & a Safe Place on School Premises:

· At the conclusion of the election, place all election documents (attendance sheets, notices, ballots, official tally sheet, etc.) into a large manila envelope, seal it, and have the members of the nominating committee sign across it and date it. 

The Nominations & Election Process
1. Welcome:
· Welcome members and emphasize the importance of a functioning PA/PTA and its contribution to the school.

2. Attendance:
· Ensure that the attendance sheet is signed.

3. Duties of Officers:
· Prior to opening nominations, you may want to briefly share a synopsis of what are the roles and responsibilities of the open positions.

4. Nominations:
· Open nominations.  Remember someone can be nominated by another person or may be self-nominated.  Ask the nominees if they accept or decline the nomination.  Call for nominations a total of three times before closing nominations for an office.  Remember that the election must fill the three core positions in order to establish a functioning PA/PTA.  
· Be encouraging and motivate parents to nominate!!  
· Be sure to record the names of nominees under each office on the newsprint. 

· Remember the timeframe for nominations mentioned above.  In the event that there is a deviation from the required time-frame, the election can be deemed invalid and would be required to be held again.
5. Election:
· If the election for any office is uncontested, a vote can simply be taken by show of hands or by acclamation.  Welcome your school’s newly elected PA/PTA!  

· If the election is contested, a ballot vote is required: announce that the voting process will now begin and review the eligibility requirements for voting.

· Have candidates present their statements while ballots are created and copied.
· Verify that the ballot box is empty before distributing ballots.

· Review instructions for completing the ballot.

· Begin ballot distribution:  First, the designated staff member will verify member eligibility by using the parent/child roster.  Then, use your attendance sheet to track who is receiving a ballot.

· Ask members to place their ballot in the box after they complete their ballot.

· Announce that voting is closed.  

· Count the ballots to ensure that they match the number of ballots that were distributed (refer to your attendance sheet).  There can be fewer ballots in the ballot box, but not more.  If there are more ballots, the process would have to be completed once again.  Ask volunteers from the audience to assist in the counting of ballots and the recording of the results.  The results must be tallied on newsprint/blackboard in front of general membership.
· Tally the results and announce the results of the election.  Introduce and welcome your newly elected PA/PTA officers!
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