
 

 

BYLAW BASICS 

What are bylaws and why do we need them? 

Bylaws are government by impartial law. Bylaws enable members to determine what 

rules they can all agree with and abide by, and yet allow the members to make 

changes when the organization grows and changes. These rules ensure stability, 

continuity, and structure, especially during times of rapid growth or when there are not 

many tenured members to tell newer members what to do. 

Every member who joins the organization should be given a copy of the bylaws and it 

should be impressed upon them to read, understand, and follow them. If there are 

bylaws the members are opposed to, it is better to change them than to not follow 

them as not following bylaws is a potential source of contention. 

What are the bylaws essentials? 

Although bylaws should be "custom made" to fit local size and needs, the following 

essentials should be included in local bylaws and are a great place to start when 

creating or reviewing local bylaws.  

Below is a checklist of essentials which are further outlined in this document by including 

examples from the TSTA Bylaws along with guiding questions and explanations. 

Additionally, it is important to note that TSTA State Bylaws supersede local or region 

bylaws. We have noted the TSTA State Bylaw sections that may overlap in order to help 

you create bylaws that are customized to your local without conflicting with state 

bylaws.  

 

 

 

 

 

 

 

Bylaws Essentials “The Dozen Do’s”: 

I. Name 

II. Object 

III. Membership  

IV. Meeting Structure 

V. Officers 

VI. Elections 

VII. Executive Board 

VIII. Committees 

IX. AR’s/Campus Leaders 

X. Financial Policies 

XI. Parliamentary Authority 

XII. Amending Bylaws Procedure 

 



 

I. NAME: the full name of the organization 

The Bylaws should include the full name of the organization. Optimally, this name should 

match all other governing documents and TSTA/NEA will be referenced in the bylaws so 

that individuals moving from another local will know the local is an affiliate of TSTA/NEA.   

Example from the TSTA Bylaws: 

ARTICLE I 

Name 

The name of this organization shall be Texas State Teachers Association, hereinafter 

known as TSTA. Headquarters shall be maintained in Austin, Travis County, Texas.  

_____________________________________________________________________________________ 

II. OBJECT: define it. 

What is the reason for the group's existence? Is the purpose statement wide enough in 

scope to accommodate all your local does? Robert’s Rules of Order states (p. 565): 

"The statement should be general in its application since it sets boundaries within which 

business can be introduced at the society's meetings -- a two-thirds vote being required 

to allow the introduction of a motion that falls outside the society's object." State it in a 

single sentence. If the sentence is long, set each thought off with semicolons. 

Example from TSTA Bylaws: 

ARTICLE II 

Mission 

The Texas State Teachers Association will unite, organize, and empower public 

education advocates to shape public education in Texas thus providing a quality 

public school for every child. 

_____________________________________________________________________________________ 

III. MEMBERSHIP 

When outlining the membership section of your bylaws, it is helpful to think about the 

following questions: Who is a member of your local? What are their responsibilities as 

members? What are their rights as members? How can membership be retained or lost? 

What is the term of membership?  

1. Define the type of membership a member can have and eligibility for membership. 

Classes of membership are typically Active and ESP. Most locals also have supervisory 

members. Other membership types may be honorary. Retired and student TSTA/NEA 

members are members of TSTA-R and TSTA-SP affiliates, therefore they may not be 

granted membership in an active local under TSTA Bylaws. 



 

3. Define dues or fees provision and individual dues responsibilities. How much are the 

local dues? Dues can either be a fixed amount or a percentage. Are the local dues 

different for the different classification of memberships?  

TSTA Bylaws require all Active members to maintain membership in the region, state, 

and national associations where eligible, and to remit dues to the state and national 

associations and to the appropriate region if that region imposes dues. 

4. Define the rights as a member your local provides: 

Required minimum per TSTA Bylaws is that Active-Professional members shall be eligible 

to vote, hold elective position, serve as a delegate to both the regional House of 

Delegates and the state House of Delegates; and are entitled to the full rights and 

privileges of membership.  

5. Define causes for Censure, Suspension or Removal of membership and due process 

provisions. TSTA Bylaws lays out the necessary requirements for due process under IV. 

C.3. 

The following standards in the TSTA Bylaws must be met - a member who fails to adhere 

to or infringes upon a local affiliate’s purpose, or fails to adhere to any qualifications of 

membership, shall be subject to censure, suspension, or expulsion according to the due 

process procedures established in Article XI. 

6. Membership year  

Per TSTA Bylaws, it is required to be September 1-August 31 per TSTA Bylaws 

_____________________________________________________________________________________ 

IV. MEETING STRUCTURE 

Define local meeting structure. Is there any minimum number of meetings? Are there 

any yearly meetings to note? Who can call a meeting? Define a meeting quorum. 

TSTA Bylaws require a minimum of three (3) general or representative meetings each 

year. 

_____________________________________________________________________________________ 

V. OFFICERS 

List your officers; define their duties, terms, how they are elected, and what happens if a 

vacancy should arise. 

1. Officers ranked in the order they are listed. 



 

2. List duties of officer's briefly.  

If there is a detailed list of duties, these should be incorporated into a separate article. 

Robert gives this warning and recommendation: "Great care must be taken in writing 

the article not to omit any duty, since an implication that the duty is not required could 

be read into the omission. For this reason, if such an article is to be included, it is well to 

conclude the section on each office with a clause such as.. ..and such other duties 

applicable to the office as prescribed by the parliamentary authority adopted by the 

society."  

A brief way of stating this would be a phrase that said "duties include .... but are not 

limited to....." 

A note about “automatic delegates”….if your bylaws provide for an officer such as a 

local president to be an automatic local delegate to the TSTA House of delegates or the 

NEA-Representative Assembly, your bylaws must state this as part of their duties. 

(Additionally, the ballot for this local election must also state this.) 

3. State the length of the terms of office; when the term begins, and term limits if any.  

It is important to include the following phrase about the term of office: "shall hold office 

for a term of ......or until their successors are elected". 

This way, if no one is elected there is still someone to serve in the office (the person 

currently serving).  

TSTA Bylaws require that elected officers shall assume office either on June 1 or July 15 

following election 

4. Nominations and elections – define how members may be nominated for office and 

how they will be elected.  

TSTA Standards for all elections include open nominations and secret ballot. You want 

to ensure that there is an elections process for communication regarding the election. 

Members need to know that there will be an election, the process for filing as a 

candidate, when the election takes place, and have the opportunity to run and/or 

vote. Define how the officers are to be elected -- what method of voting: mail, ballot, 

plurality, preferential, commutative voting, etc. This must be completely stated and the 

details of the procedure described. If online voting is to be allowed then the bylaws 

need to state that.  

TSTA Bylaws requires the following: Elect officers that shall assume office either on June 1 

or July 15 following election; 

In all elections, guarantee open nominations and secret ballots, except that in the 

event that there is only one candidate for a position, secret balloting may be waived, 

and the candidate declared elected; 



 

Adopt guidelines for each election that include clear rules and timelines for all potential 

candidates and voters; guidelines may be adopted by either a governing body or the 

local elections committee, and either the guidelines or the local bylaws shall provide 

for an appeals process through a local election committee to resolve local election 

challenges, with appropriate timelines as provided in TSTA Board Policy.  

 

The appeals process shall include a member's right to appeal in writing the decision of 

a local election committee to the state Executive Director. The appeal to the Executive 

Director must be delivered or postmarked on or before the tenth day after receiving the 

written decision of the local election committee or, if the election committee does not 

provide a written decision, on or before such decision was due under the local appeal 

process 

 

Additionally, TSTA Policy EP-18 defines minimum standards for local elections. This policy, 

is also helpful for locals to review when drafting language. 

5. Define what constitutes a vacancy and how vacancies are to be filled. Some 

vacancies are easily identifiable such as an officer moved to another state; others may 

need discussion and articulation. For example, can a vacancy in an office be declared 

if the officer or director is not doing his/her job or not attending meetings? If so, define 

process for impeachment. Common cause language is misfeasance, malfeasance, 

and nonfeasance. 

If someone is filling an unexpired term (an unexpired term is one person completing a 

term started by another), it may count toward a term limit if it is longer than half of a 

normal term and the bylaws don’t exclude unexpired terms from counting towards a 

term limit. 

VI. DELEGATE ELECTIONS 

Define process for electing annual delegates, if eligible, to the regional House of 

Delegates, the state House of Delegates, and the NEA RA.  Many of the same 

guidelines as other elections are applicable such as open nominations and secret 

ballot. 

TSTA Bylaws require that the local apply the one-person/one-vote principle to these 

elections, except that for elections to the regional and state Houses of Delegates, the 

affiliate shall guarantee ethnic-minority representation substantially equivalent to its 

ethnic-minority membership as defined in TSTA Board Policy.  

_____________________________________________________________________________________ 

 



 

VII. EXECUTIVE BOARD (BOARD OF DIRECTORS) 

1. Specify the board's composition with maximum and minimum number of members.  

How many members are on the board? What are their qualifications of membership? 

Are they elected or are they Executive Board members by virtue of holding an office?  

Do board members serve as ex-officio members of committees? It is important to state 

term of office and how many terms a member can serve.  Also, if board members may 

be paid a stipend, it is important to note that.  

Under TSTA Bylaws only Active members can hold office and vote on local boards and 

in local elections.  Retired and student members may be granted ex-offico status 

without a vote.   

TSTA Bylaws require ethnic-minority representation on governing bodies (such as a local 

board) and, if the local affiliate accepts membership from supervisors, provide for 

proportionate membership between nonsupervisory members and supervisory 

members on such governing bodies; TSTA/NEA Bylaws require a cap on supervisory 

members. 

2. Specify what the board is to do. Define its complete duties which may include things 

such as adopting voting guidelines or policies. Does the board have the power to 

spend money, to enter into contracts, borrow money, purchase, sell or lease property? 

Can the board call a special meeting of the membership? This needs to be in the 

bylaws. 

3. Specify operating rules for the board. 

 Specify how often it is to meet, and the day of the month it is to meet if 

applicable.  

 Define the board quorum. A quorum can be any number though often it is half 

of the members of the board plus one. 

 Make provision so that board members can change the day of the meeting.  

 Is there a voting requirement besides a majority for motions to be adopted? (A 

voting f requirement that states a motion must be adopted by a majority of the 

board is a higher vote than just a majority. Let's say there is a five member board 

and the voting requirement is a majority of the board If only three members are 

present at a meeting, all three would have to vote in the affirmative to adopt a 

motion. If the voting requirement is only a majority, then if three members are 

present, it would take only two members to adopt a motion.)  

 If voting by email or other forms of electronic balloting is going to be used then 

the bylaws must state that as an option. 

4. Define Executive Board Meetings. Can it call a special meeting for itself? This needs to 

be in the bylaws to be able to do it. Can the organization members attend board 

meetings and have access to the minutes of board meetings? 



 

5. Define Executive Board Vacancies. How are vacancies filled? Can the board 

members fill their own vacancies or does the membership need to have an election? 

Can the board declare a vacancy for members not attending meetings? What 

happens if a board member resigns? When does the resignation take effect and can it 

be withdrawn? 

_____________________________________________________________________________________ 

VIII. COMMITTEES 

1. The standing committees of an organization should be listed in the bylaws. Describe 

duties and responsibilities.  

TSTA Bylaws require the following committees: election, hearing, and audit unless the 

local has more than 1,000 members in which case an external auditor is required. 

2. Provide for the appointment of special or ad hoc committees.  

3. State who appoints the committees, the term for each committee, and how many 

terms committee members may serve. For example, are committees members 

appointed by the president and then approved by the board? 

4. State how vacancies are filled. And, if someone wants to resign, to whom the 

resignation should be submitted. 

5. State eligibility requirements if any. 

6. Define who gives committees the authority to spend funds. 

_____________________________________________________________________________________ 

IX. CAMPUS LEADER/AR’s 

Define the role of the campus leader and how they are selected.  

_____________________________________________________________________________________ 

X. FINANCIAL INFORMATION  

Define Board Financial and Operational Standards.  

 

TSTA Bylaws require a local establish and adhere to appropriate financial and 

operational standards consistent with the standards set forth in Board Policy, including 

ethical conduct, internal controls, and conflict of interest policies to protect resources of 



 

the local; and conduct a yearly audit of financial transactions and transmit a copy of 

this audit to TSTA by October 31 following the close of the prior fiscal year,  except that 

for those locals required by policy to engage an outside auditor or auditing firm the 

deadline to transmit the audit shall be December 15.  Locals not required to have an 

outside audit done must submit their credit card and bank statements for the prior year. 

____________________________________________________________________________________ 

XI. PARLIAMENTARY AUTHORITY 

State which parliamentary authority and which edition of the authority. If Robert's is to 

be the authority, the bylaws should state that it be the latest edition of ROBERT'S RULES 

OF ORDER NEWLY REVISED. 

_____________________________________________________________________________________ 

XII. AMENDING BYLAWS 

The bylaws should contain the rules concerning how it can be changed, the procedure 

of changing and the time requirement for the previous notice. It should also state who 

can propose amendments or call for a complete revision of the bylaws. The vote 

requirement to amend or revise the bylaws must be defined. It is usually by a two-thirds 

vote. 

DON’T FORGET TO ADOPT YOUR REVISED BYLAWS 

 

  


