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Community Board of Trustees for the  
Palmer Munroe Teen Center Bylaws 

 
 
 
Article I:  Name & Authorization 
 

A. Name.  The name of the board shall be the Community Board of Trustees for the 
Palmer Munroe Teen Center, herein referred to as “BOT” or the “Board”) 
 

B. Authorization.  The Board exists based on the Memorandum of Understanding 
(“MOU”) entered into by the City of Tallahassee, Leon County and the School 
Board of Leon County to allow the Palmer Munroe Community Center to be used 
as a Restorative Justice and Youth Activities Center, to be known as Palmer 
Munroe Teen Center (“Teen Center”) and the approval of the December 9, 2009 
concept report (“Concept Report”). 

 
Article II:  Purpose and Function 
 

A. Purpose: The Board shall provide strategic direction, guidance, policies and 
procedures consistent with the MOU and Concept Report regarding the Teen 
Center. 

 
B. Functions: 

 
1. To provide strategic direction regarding Teen Center operations and 

programming; 
2. To establish policies and procedures for the overall administration of the Teen 

Center activities; 
3. To develop goals and objectives as necessary; 
4. To identify key elements to success in accomplishing stated goals and 

objectives; 
5. To establish funding priorities and identify resources; 
6. To help mobilize the community for activities sponsored by the Teen Center; 
7. To assist in Teen Center public relations through link with civic, business and 

other community representatives; 
8. To provide an opportunity for community stakeholders to have quality input; 
9. To provide feedback and a performance review of the Teen Center programs to 

ensure effectiveness in meeting established goals and objectives; 
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Article III:  Members 
 

1. The board shall be made up of eleven (11) members, and shall consist of the 
following representatives appointed by each of the following organizations:   
a. City of Tallahassee (2 members),  
b. Leon County (2 members),  
c. Leon County School District (2 members),  
d. Palmer Munroe Youth Advisory Board (2 members).   
e. Public Defender for the 2nd Judicial Circuit or his or her designee,  
f. State Attorney for the 2nd Judicial Circuit or his or her designee, and  
g. Chief Judge of the 2nd Judicial Circuit Court of Florida or his or her designee. 

 
Article IV:  Membership Guidelines 
 

1. Members shall be appointed once every three years, and serve a three (3)  
year term.     

2. Members shall attend bi-monthly meetings at a date and time specified by  
the BOT membership.  

3. Members may resign at any time by submitting a written notification to the  
Chairperson or Vice Chairperson. 

4. Any member of the BOT shall fully disclose any relationship with an 
individual or with members of other organizations, which represents or has 
the potential to represent a conflict of interest or result in personal financial 
gain.  A conflict of interest shall be defined as any alliance with a business, 
organization or employer that prohibits a member from freely executing the 
purposes of the BOT.  Personal gain shall be defined as directly soliciting 
business for monetary purposes from the BOT. 

5. A person filling a vacancy shall serve the remainder of the regular three (3) 
year term. 

 
Article V:  Officers 
 

1. Chairperson 
a. The Chairperson presides at all meetings of the BOT. 
b. The Chairperson shall serve as a voting, ex-officio member of all committees 

except the nominating committee.   
c. The Chairperson shall prepare an annual written report for the City of 

Tallahassee, Leon County, the Leon County School District, the Department 
of Juvenile Justice, and the Youth Advisory Board. 

d. The Chairperson may delegate roles or responsibilities to voting members, 
ad hoc and standing committees. 

e. The Chairperson may create and/or dissolve standing committees on an as 
needed basis. 

f. The Chairperson shall appoint Chairpersons of Board of Trustee 
subcommittees. 
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2. Vice Chairperson 

a. The Vice Chairperson shall perform the duties of the Chairperson in his/her 
absence, or at the Chairperson’s request.  If the Chairperson resigns or is 
unable to perform his/her duties the Vice Chairperson shall assume said 
duties until another Chairperson is elected. 

 
3. Secretary 

a. The Secretary shall keep the minutes of all BOT and Executive Board 
Meetings. 

b. The Secretary shall take the roll of attendees and keep attendance records. 
c. The Secretary shall review and update BOT membership lists as needed. 
d. The Secretary shall keep track of BOT members’ beginning and end of term 

cycles and notify Chair a minimum of six (6) months prior to expiration date.  
e. The Secretary shall send meeting notification/reminders/cancellations for the 

BOT and the Executive Board meetings. 
 

4. Term of Office 
a. The Chairperson, Vice Chairperson, and Secretary shall serve a term of two 

(2) years beginning October following an election.   
 
Article VI:  Executive Board 
 
The Executive Board shall consist of the Chairperson, Vice Chairperson, and Secretary, 
immediate past Chairperson and Subcommittee Chairpersons.  The Executive Committee 
shall meet at least once during the months when the Board of Trustees does not meet. Ad 
Hoc Committee Chairpersons shall be invited to attend Executive Board meetings. 
 
Article VII:  Meetings 
 
1. The board year shall be from October 1st to September 30th. 

a. Regular Meetings.  The Board shall hold regular bi-monthly meetings in 
accordance with a schedule to be approved by the Board in October of each 
year.  An approved schedule may be altered within the calendar year upon 
vote of the Board and provided all members are given notice at least forty-
eight (48) hours in advance of the re-scheduled meeting.   

 
b. Special Meetings. In addition to regularly scheduled meetings, the Chair or a 

majority of the Board members can call a special meeting of the BOT. No 
action on an issue before the Board shall be taken at any special meeting 
unless all notice requirements of applicable ordinances as to the public 
hearing have been satisfied. 

 
b. Emergency Meetings.  The Chair can call an emergency or special meeting 

of the BOT by actual notice to each member at least forty-eight (48) hours in 
advance of the meeting. No action shall be taken at an emergency meeting 
on an item pending before the Board unless the public interest clearly 
requires action before the next regular meeting.   
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If it is intended that action be taken at such a meeting on an issue pending 
before the Board, the most effective and appropriate notice under the 
circumstances shall be given to applicants and the public.   
 

 
2. Subcommittee Meetings.  Subcommittees shall schedule work sessions as  

needed.  
 

3. All meetings, including the Subcommittee meetings, shall be open to the public and 
subject to the requirements of the State Sunshine Law. 
 

4. Quorum. Six (6) present voting members will constitute a quorum.  A Member 
attending by telephone or electronically shall not be counted as a voting member 
for quorum purposes. 

 
5. Voting Rights.   

a. Members shall have one vote, and only members may vote.   
b. Proxy voting is not permitted. Electronic voting and voting by telephone is 

permitted so long as the quorum requirements for the meeting are met. 
c. A simple majority of voting members present at any meeting shall be 

sufficient to pass motions and to conduct business. 
d. BOT meetings shall be conducted according to Robert’s Rules of Order 

newly revised. 
 

Article VIII:  Elections 
 
At the regular June meeting, the Chairperson shall solicit a nominating committee 
consisting of an odd number of Board of Trustee members.  This nominating committee 
shall present a slate of at least one nominee for each office at the regular August meeting. 

 
1. At the August meeting, a slate of officers will be presented and voting of officers will 

take place. New officers will take office on October 1.  
a. Prior to ballots being cast, members of the BOT may make nominations for 

officers from the floor.   
b. All elections shall be by ballot and a majority of those members present and 

voting shall be required for election.   
c. When necessary, run-off elections shall be held among the nominees 

receiving the two highest numbers of votes.   
d. When only one candidate is nominated for an office, election may be by 

voice vote. 
 

2. Special Elections 
a. A special election shall be held at the next regular meeting following the 

occurrence of a vacancy in any executive board office.  
b. The members shall be notified at least five (5) days prior to the regular 

meeting that a special election is to be held. 
c. All nominations shall be made from the floor.  
d. The election shall be held in accordance with item one (1) of this article. 
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Article IX:  Subcommittees 
 
The BOT shall have the authority to create standing or ad hoc subcommittees as 
necessary to conduct its business. 
   

1. The BOT shall establish subcommittees for the following year at its regular October 
meeting. 

2. Subcommittee membership may include, but not be limited to, the members of the 
Board of Trustees. Subcommittee membership is subject to approval by the Board 
of Trustees.  

3. The Chairperson of the BOT shall appoint Chairpersons of BOT subcommittees. 
4. Chairpersons of subcommittees shall keep the Secretary apprised of changes in 

their membership. 
5. Subcommittees shall prepare and submit a work plan annually to the BOT 

Committee Secretary. 
6. Work sessions shall be scheduled monthly or as needed. 

 
Article X:  Amendments 
  

1. Proposed amendments to BOT bylaws shall be submitted in writing to the members 
at least thirty (30) days prior to a vote during a general meeting. 

2. Amendments must be approved by a vote of two-thirds of the members present and 
voting. 

3. Upon ratification, these articles will go into effect. 
 
Article XI: ByLaws Review 
 
The Executive Board shall review the bylaws every two (2) years.  The Chairperson shall 
submit them with or without changes to the general membership for review and final 
approval.  The Chairperson shall present the bylaws to the general membership one 
month prior to the vote of approval.  Once voted upon, the bylaws are effective 
immediately. 
 
 
      (Signature) 
Secretary, ________________ Community Board of Trustees for the Palmer Munroe Teen 
Center 
 
 
Adopted: _____________________ (date) 
 
Revised: _____________________ (date) 
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