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ADVOCACY VICE PRESIDENT
As a member of the Utah PTA Board of Directors, Executive Committee member (officer), and Utah PTA vice 
president, the Advocacy Vice President shall become familiar and comply with the Utah PTA Bylaws and Standing 
Rules, particularly the board, Executive Committee, and vice president responsibilities in the Utah PTA Board of 
Directors Handbook.

A vice president is a Utah PTA officer next in rank to the president and president-elect who serves as an aide to the 
president and oversees a specific sub-group or has administrative responsibilities.

Pas t  P TA  expe r i ence  requ i red  t o  be  e l ec t ed  U tah  PTA  Advocacy 
V i ce  P re s iden t :

1. Be a current member of PTA
2. It is helpful but not required to have served as a Utah PTA commissioner

Job  desc r ip t i on  o f  t he  U tah  PTA  Advocacy  V i ce  P re s iden t :
1.  Serve as liaison between the Utah PTA Executive Committee and the commissioners
2.  Serve as chair of the Utah PTA Legislative Advocacy Committee (LAC)
3. Serve on Convention Committee
4.  Chair and conduct commissioners’ planning and training meetings in conjunction with board meetings
5.  Coordinate with each commissioner to see that programs and events are progressing according to schedule
6.  Chair and coordinate Commissioner Committee meetings in conjunction with Utah PTA board meetings.
7.  Serve as chair of the Utah PTA Resolutions Committee
8.  Compile a list of community committees which each commissioner attends and turn it in to the president at 

the September board meeting
9.  Coordinate the legislative efforts of Utah PTA in making positive change for children

10.  Plan and conduct two annual Utah PTA conferences
A. Legislative Advocacy Conference (usually held in October)
B.  PTA Day at the Capitol (usually held in February)

11. Build the capacity of PTA advocates in Utah
12. Coordinate with the Trust Lands Board Specialist
13.  Serve as the National PTA Federal Legislative Chair (FLC) to coordinate the National PTA Action Alerts 

through the Utah PTA Take Action Network
A.  Participate in National PTA legislative webinars and conference calls

14.  Maintain the Utah PTA Take Action Network
15.  Work with Director of Communications on public media
16.  Oversee smooth transition of outgoing and incoming commissioners
17.  In consultation with the Director of Leadership, ensure that commissioners, whose handbooks are due for 

updating, meet all deadlines
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P rocedu re  Book  f o r  t he  U tah  PTA  Advocacy  V i ce  P re s iden t :
1. Serve as liaison between the Utah PTA Executive Committee and the commissioners.

A. Attend Executive Committee meetings.
B. Assist the president as requested.
C. Work with the president to submit legislative priorities that are not in conflict with National PTA’s 

positions within 30 days of board adoption, as required by National PTA policy (Standards of Affiliation, 
Section II, Subsection 5).

D. Serve as a member of the Convention Committee responsible to prepare workshops to train local, council, 
and region legislative vice presidents.

E. Serve on community committees, attend the Utah State Board of Education meetings, and attend other 
meetings as directed by the president:
1) Serve as a voting member of the Utah Public Education Coalition (UPEC) which meets once monthly 

except during the legislative session when UPEC meets weekly at the Capitol.
2) Serve as a voting member on the Utahns For Public Schools (UTPS) Executive Committee which 

meets once monthly except during the legislative session when UTPS meets weekly at the capitol.
3) Attend Utah State Board of Education meetings once monthly and assign commissioners to attend 

various committee meetings in conjunction with the board meetings as needed.
F. Review annually and update the Utah PTA legislative priorities and action items in the Utah PTA handbook.

G. Review and update the Legislative Handbook by October of the first year of the term of office with the 
assistance of the LAC as well as any other LAC resources for the Leadership Committee.

H. Review the legislative section of the Utah PTA President Handbook annually and update as needed.
I. Coordinate legislative concerns at the state level.
J. Keep legislative information on the website up to date all year in cooperation with the president, president-

elect, and Director of Communications.
2. Serve as chair of the Utah PTA Legislative Advocacy Committee (LAC).
3.  In board meetings, beginning in July and continuing until January, present recommendations for LAC 

members and consultants to the board. (Commissions and regions without LAC representation may 
recommend a representative to serve on the LAC).
A. Conduct monthly LAC meetings.
B. Conduct weekly LAC meetings during the legislative session.
C. Provide an annual training in August or September to LAC members entitled “Annual Training Guidelines 

for PTA Advocating Activities.” This training should include, but not be limited to, the following:
1) The purpose of LAC is to speak for all children of the state of Utah.
2) The LAC provides ongoing training on child advocacy to local PTAs and encourages them to become 

actively involved in local issues.
D. The LAC may take a position on local issues only when requested to do so by the region director affected by the 

issue. The region director makes a recommendation to the LAC for consideration. The recommendation must 
have the support of local PTA boards. Possible action the LAC may take includes:
1) Support (or oppose) the issue or specific legislation (work to make the legislation beneficial for all 

children of Utah).
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2) Support (or oppose) the concept (region takes an active role; Utah PTA takes a passive role) Reserve 
position (RP) (Utah PTA may speak to the position with concerns expressed). Two weeks before the 
end of the legislative session, all bills having a “reserve position” need a designated position taken or 
they will be removed from the bill sheet.

3) Local issue (LI).
4) No position (not included on the bill sheet).

E. When, on a rare occasion, an LAC member chooses to work on an issue other than those under the 
direction of LAC:
1) The issue must not be counter to a Utah PTA position.
2) The time given to the other issue must not interfere with the time commitment or other 

responsibilities to LAC.
3) The member must discuss his involvement with the Advocacy Vice President.
4) When lobbying, the member must be clear about which organization he is representing. State the 

position of that group. Remove any Utah PTA identifying items such as pins, name tags, tote bags, 
notebooks, etc.

5) Strongly encourage those who are paid to lobby for other groups not to do lobbying for LAC.
a) Members of the LAC must not represent another group.
b) In the event any member of LAC is unable or unwilling to act within the guidelines of LAC and/

or in compliance with the annual training guidelines for PTA lobbying activities, after consultation 
with the president, the Advocacy Vice President and the member, the member may be removed 
from his position on LAC.

4. Collect the volunteer PTA hours of LAC members and consultants and report them to the Community 
Engagement Commissioner at each board meeting.

5. Serve on Convention Committee.
A. Coordinate the Leadership Convention workshops with commissioners. Ensure that workshop forms, 

presenter bios, and AV needs forms are submitted in a timely manner.
B. Oversee the Resource Fair, making sure commissioners invite community partners and approve applications.

6. Chair and coordinate Commissioner Committee meetings in conjunction with Utah PTA board meetings.
A. Select a vice chair and secretary to take minutes.
B. Coordinate efforts with commissioners and Commissioner Committee Board Specialists and work as a team.
C. Be familiar with the various programs and issues followed and promoted by the commissioners and 

Commissioner Committee Board Specialists.
D. Set both short- and longer-term goals for work with the president, commissioners, and Commissioner 

Committee Board Specialists.
E. Make at least a monthly contact with commissioners for update.
F. Keep apprised of the progress of approved commission work plans.

G. Coordinate the overlapping areas of the different commission’s efforts.
H. Ensure that commission projects, programs, and efforts are within PTA Resolutions and policy parameters.
I. Plan and direct a June or July commissioners’ orientation and training.
J. Prior to the January board meeting, meet with commissioners and prioritize which Commissioner 

Committee Board Specialist positions will be posted as open for a new term of service.
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K. Prior to the March board meeting, meet with commissioners and select the Commissioner Committee 
Board Specialist names to be presented to the board of directors for approval.

7. Serve as a member chair of the Utah PTA Resolutions Committee.
8. Coordinate with each commissioner to see that programs and events are progressing according to schedule.

A. Help set up a timetable for each commissioner event or program, with dates for commissioner to begin 
planning, reserve facilities, choose guests, judges, workshops, and/or speakers, and/or arrange food if needed.

A. Verify that each commissioner has a committee to assist and help find volunteers as needed for the 
events programs.

B. Arrange for commissioners to report in Executive Committee before a major event, and after completion 
for evaluation or as needed.

9. Coordinate commission meetings in conjunction with Utah PTA board meetings.
A. Coordinate meeting places for commissioners meetings.
B. Make sure the September commission meeting agenda includes election of a vice chair and secretary.
C. Meet with each commissioner individually to review the members on their commission, ensure 

representation from regions, councils, and locals, and community partners and assist in finding more 
members if needed.

D. Arrange for commission members who are not on the Utah PTA Board to be approved at the September 
board meeting.

10. Serve as chair of the Utah PTA Resolutions Committee.
A. Review all active resolutions and with the assistance of the project coordinator make sure all resolutions are 

on the website. Ensure the website address is in the Utah PTA Legislative Policy Program.
B. Review annually, with the assistance of the commissioners, the active resolutions and make 

recommendations at the September board meeting about whether they are accomplished or continuing 
active concerns.

C. Prepare an electronic version of all active Utah PTA and National PTA Resolutions and distribute to 
commissioners and others as needed at the July orientation board meeting.

11. Compile a list of community committees which each commissioner attends and turn it in to the president at 
the September board meeting.
A. Compile committee standing dates, locations, and the name of the chair of each committee.
B. Keep list up to date and available.
C. Ensure that important committees have PTA representation if no commissioner is available.

12. Coordinate the legislative efforts of Utah PTA in making positive change for children.
A. Be well informed on the legislative issues that concern the children of Utah.
B. Attend interim meetings and review the agenda for each legislative interim committee meeting to 

determine which meetings need PTA representation and, with LAC assistance, arrange for LAC members 
to attend those interim meetings to listen and/or speak to PTA issues and bills.

C. Coordinate legislative efforts during the legislative session:
1) Distribute PTA priority positions and other information to legislators during the first week of the session.
2) Review all bills that affect children with the commissioners during the legislative session the day before 

LAC (usually Tuesday) and coordinate the efforts of the commissioners.
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3) Work closely with the commissioners as legislative work on each bill progresses and ensure that only 
positions Utah PTA has resolutions on are addressed.

4) Coordinate PTA representation during the legislative session.
5) Review the agenda of each of the Standing and Appropriations Committees meetings to determine 

which meetings need PTA representation and arrange for LAC members to attend those meetings to 
listen and/or speak to PTA issues and bills.

6) Help the president approve any prepared statements to be made by LAC members.
7) Put out Member-to-Member alerts as needed throughout the legislative session.
8) Prepare and post a final bill sheet.

13. Plan and conduct two annual Utah PTA conferences
A. Advocacy Conference (usually held in October).

1) Coordinate with the president a date for the Advocacy Conference and get a location for the 
conference one year in advance.

2) Coordinate preparations of the Advocacy Conference materials and have them ready one month  
in advance.

3) The Douglas F. Bates, One Person Can Make a Difference, Legislative Advocacy Award may be given 
to an individual that has led or demonstrated leadership in an extraordinary legislative issue to further 
the betterment of and make a difference in the lives of children statewide.

4) Coordinate all needs for the conference with assistance from others.
5) Meet with the office coordinator and the treasurer to determine convention costs and registration fees 

in August.
6) Coordinate workshops and agenda for the conference during the commissioner meetings.
7) Coordinate with the president the business meeting of the conference.

B. PTA Day at the Capitol (usually held in February).
1) Coordinate with the president a date for PTA Day at the Capitol and schedule facilities through the 

Preservation Office at the Capitol.
2) The Legislative Advocate for Children Award is the award that may be given to a public official 

that has promoted PTA legislative issues by standing strong and defending children’s health, safety, 
education, or welfare needs at the Utah Legislature or locally that have lasting impact.

3) Coordinate all needs for the event with assistance from others.
4) Meet with the office coordinator and the treasurer to determine convention costs and registration fees 

in November.
5) Coordinate agenda and deadlines necessary to prepare all issues commissioners will discuss during PTA 

Day at the Capitol during the November and January commissioner meetings.
6) Coordinate with the president the business of the conference.
7) Coordinate with the Regions VP and region directors the lunch meeting process for region members to 

meet with the legislators.
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14. Build the capacity of PTA advocates in Utah
A. Prepare workshop trainings for Leadership Convention for PTA legislative leaders throughout the state.
B. Be prepared to go on field service training as requested by region directors, council presidents, and  

local presidents.
C. Provide advocacy training for LAC yearly and for the Utah PTA Board of Directors as needed.

15. Coordinate with the Trust Lands Board Specialist.
16. Serve as the National PTA Federal Legislative Chair (FLC).

A. Coordinate the National PTA Action Alerts through the Utah PTA Take Action Network.
B. Serve under the direction of the Utah PTA president.

1) Have knowledge of National PTAs federal legislative priorities and position and communicate 
information on these priorities and positions to PTA members in Utah.

2) Build relationships with members of Congress and their staffs and garner their support. Make an 
appointment with Utah congressmen to meet them while they are in Utah to address issues of 
concerns. Assign someone to represent the chair at the National PTA Legislative Conference if 
necessary. In consultation with the president, determine which board members would also attend.

C. Make appointments with the Utah senators and representatives to meet during the National PTA  
Legislative Conference.

D. Make board assignments to contact individual federal senators and representatives or other organizations 
as needed.
1) Coordinate efforts recommended in the National PTA “Alerts” and report to National PTA on 

actions taken.
E. Coordinate the response to National PTA Action Alerts.

1) Assist the Utah PTA president in increasing the visibility of PTA’s federal legislative priorities, both 
among PTA members and the public.

2) Coordinate National PTA legislative efforts.
3) Keep abreast of and, as assigned, represent Utah in national legislative issues concerning children, 

oversee the legislative efforts of Utah PTA at the national level, take appropriate action in contacting 
federal legislators with recommendations about bills, and advise the board members.

F. Participate in National PTA legislative webinars and conference calls.
17. Maintain the Utah PTA Take Action Network efforts.
18. Work with Director of Communications on public media.

A. Coordinate press releases, etc., for programs/events for which commissioners are responsible
B. Arrange for website training to allow commissioners to edit their own pages on the website
C. Check the commissioner website page at least weekly to ensure that they are up to date and appropriate 

information has been posted.
D. Train commissioners on the importance of reporting to the president and the Director of Communications 

if they have been contacted by the press for a statement or an interview.
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19. Oversee smooth transition of outgoing and incoming commissioners.
A. Begin the transition process soon after the new nominees for commission positions have been announced.
B. Request that outgoing commissioners begin including incoming commissioners in email communications. 

with contacts and community committee members.
C. Request that outgoing commissioners invite incoming commissioners to attend all community committee 

meetings with them, and that they are asked to attend in their place if outgoing commissioners are unable 
to attend.

D. Help arrange for and attend transitions meetings, making sure important files and information are 
included in the transfer.

E. Take new commissioners not previously on the board on tour of the office, including locations of mailbox 
and storage cupboard, making sure they are aware of resources and supplies available to them.

F. Verify that complete contact information (meeting dates and locations) of community partners and 
contacts have been given to incoming commissioners.

G. Assist the president in notifying community committees of change in commissioners and providing new 
commissioner’s contact information.

20. In consultation with the Director of Leadership, ensure that commissioners, whose handbooks are due for 
updating, meet all deadlines.
A. In the June or July training, give each commissioner a copy of their handbook and go through it with them.
B. Follow up at commissioners’ meetings on updating and editing their handbooks.
C. Assist in editing the handbooks as needed.

21. Aid in helping to update website information lead by the Director of Leadership and in collaboration with the 
Director of Communication, and the Technology Committee and the help of Utah PTA staff as needed.


