SCHUCHARD VOLUNTEER ORGANIZATION BY-LAWS

(Amended  5/3/10)

I.  NAME:  This organization shall be known as the Schuchard Volunteer Organization (SVO).

II.  PURPOSE:  The purpose of the SVO is to provide activities and services, which enhance and broaden our children’s educational environment.

III.  MEMBERSHIP:  Any person who volunteers his/her time at Schuchard Elementary School is considered a member of the SVO.

IV.  EXECUTIVE BOARD:
A.  The executive board of the SVO shall be the school principal, a staff employee designated by the principal and a president, vice president (co-vice presidents), secretary (co-secretaries) and treasurer (co-treasurers).

B.  The executive board shall meet once a month, in advance of the monthly general membership meeting, or when deemed necessary.

C.  In the event that a decision needs to be made prior to a scheduled general membership meeting, this board shall have the responsibility of making that decision in the best interest of the organization.  If this decision is of a monetary nature, the amount in question will not exceed an expenditure of $100.

D.  The executive board shall be the final authority in all decisions concerning the organization, and the final authority in all matters in dispute.

E.  Three board members must be bonded, including but not limited to, all treasurers and one president.

F.  The board shall establish the budget for the upcoming school year to be voted on at the annual meeting in September.

G.  Responsibilities of executive board:

1.  school principal – oversees and approves all SVO activities and print communications.

2.  staff employee – serves as liaison between SVO and teaching staff, reporting at executive board, general membership and teacher staff meetings.  Relays information from executive board to teaching staff and vice versa.

3.  president:

a. shall preside over all meetings and oversee all activities of the SVO;

b. shall organize special meetings between current and incoming officers for information exchange, and invite incoming officers to the June executive board meeting;

c. the bonded president is authorized to dispense and collect monies with proper invoice or receipt; and

d. must be bonded for $15,000.

e. This job description shall be reviewed annually with any/all changes submitted to the secretary by March 31.

4.  Vice-president (Co-Vice Presidents) (responsibilities default to president):

a. shall act as an aide to the president and shall perform duties of the president in their absence;

b. This job description shall be reviewed annually and updated as necessary by the person holding that position and submitted to the secretary by March 31.

5.  secretary (co-secretaries):

a. shall be responsible for taking minutes at all general membership and executive board meetings;

b. shall post and provide a copy of the previous month’s minutes and newsletter at each general membership meeting;

c. shall maintain name, address and telephone number list of all SVO volunteers;

d. shall annually update job descriptions of all executive board members with any/all changes submitted by March 31;

6.  treasurer (co-treasurers):

a. shall be responsible for handling all financial transactions of the SVO;

b. shall provide an accounting of current status at each general membership meeting and have books available at executive board meeting;

c. is authorized to dispense and collect monies with proper invoice or receipt;

d. shall count all monies with the committee chairperson(s) or his/her board representative.  In treasurer’s absence, the president or vice-president shall fill in for the treasurer; 

e. shall make the books available for review by any SVO member or committee;

f. must be bonded for at least $10,000 each;
g. Responsible for filing Form 990 annually.

h. This job description shall be reviewed annually with any/all changes submitted to the secretary by March 31.

V.  AUDIT:  An audit of the SVO financial records shall be done two (2) times each school year – once in January and once in June.  The president shall appoint a three (3) member committee (excluding the treasurer) to perform these tasks:

A.  review a minimum of 25 checks, matching each with a valid receipt;

B.  choose several accounts (i.e. Ice Cream Social, Birthday Books) to verify that amounts spent are:  1) within budgeted limit and 2) a valid expense;

C.  verify that all bank statements are in agreement with treasurer’s records; and

D.  at the conclusion of the audit, one committee member shall report any inconsistencies or recommendations to the secretary who will take appropriate corrective action.

VI.  ELECTION OF OFFICERS:
A.  By April 30 of each year, written and verbal nominations for office shall be accepted by the executive board.

B.  The executive board will compile the nominations, verifying that each nominee is eligible for office, and present a list of candidates at the May general membership meeting.

C.  If, by May 1, there are no candidates for a position on the executive board, the executive board shall poll volunteers until there is at least one nominee for each office on the executive board.

D.  At the May annual meeting, the  executive board shall:  1) present the ballot for eligible SVO members to vote, 2) tally the results of the election and 3) introduce and welcome the newly elected officers
E.  In the event that the executive board positions for the following year are not filled by the annual meeting, nominations and elections will again be held in September.

VII.  ELIGIBILITY:  For purposes of:  1) running for SVO board, 2) voting for officers in May and 3) participating in any other voting called by the executive board, the following members may vote:

A.  members who have attended a minimum of three (3) general membership meetings in the last 12 months period, or 

B.  chaired an SVO activity/event in the last 12 month period, or

C.  volunteered at SVO functions or volunteered within the school building in the last 12 month period.

VIII.  TERM OF OFFICE:
A.  No officer shall serve on the executive board for more than three (3) consecutive school years in the same position; however, an officer may be nominated to the executive board in a different capacity after three years.
B.  Incoming officers shall begin their term on June 15.

C.  Should an officer of the executive board resign, the president shall appoint an eligible member to fill that position for the remainder of the term.  Should the president resign, the vice president shall fill the president’s position and appoint a vice president for the remainder of the term.  In the situation of co-vice presidents, the decision would be made by a majority vote of the board to determine which officer shall step into the presidential role.
IX.  GENERAL MEETINGS:  The regular meetings of the SVO shall be set by the executive board at the beginning of the school year.  In lieu of a December meeting, a holiday luncheon shall be held with an open invitation to all members.  The May meeting shall be regarded as the annual meeting.

A.  Agenda

1.  President shall call the meeting to order.

2.  Secretary shall pass attendance sheet and provide minutes of previous general membership meeting and any new correspondence.

3.  Treasurer (co-treasurers) shall provide the current financial report.

4.  School principal presentation.

5.  Staff employee presentation – including comments and feedback from teaching staff.

6.  Old business.

7.  New business.

8.  Adjournment.

B.  All issues, financial or otherwise, shall be decided by the majority) of members in attendance at the meeting in addition to the executive board.

X.  COMMITTEE CHAIRPERSONS:
A.  Committee chairpersons’ duties and responsibilities:

1.  All committees shall be chaired by at least two (2) persons, whenever possible.

2.  Shall be responsible to the executive board.

3.  No monies shall be spent over the budgeted amount without approval by vote at the general membership meeting.

4.  Shall review files of past events

5.  Shall coordinate all aspects of the event, including recruiting volunteers and attending event from set-up to clean up; all monies shall be counted by the chairpersons and treasurer (or other bonded board member in the absence of the treasurer) and collected by the bonded member at the conclusion of the event.

6.  Shall prepare a brief update of committee activities, recommendations and/or decisions to be presented to the members at the general membership meeting.

7.  Shall keep track of all persons who volunteer at the event and submit their names along with a final report at the next scheduled SVO meeting
8.  Shall prepare an article for the SVO newsletter and submit to the secretary and website chairperson by newsletter deadline.

XI.  AMENDMENTS:
A.  These bylaws shall be posted on the SVO bulletin board at all times.

B.  These bylaws may be amended at any general membership meeting by a majority of the eligible members present.  Notice of any proposed amendment shall be given at the previous general membership meeting.

C.  Amendments become effective immediately upon acceptance by the majority.

D.  A committee with a minimum of six (6) members – including at least two (2) officers – shall be established every three (3) years to review these bylaws.  The next review shall be done in April 2011 and voted upon at the annual May meeting by eligible members.

XII.  DISSOLUTION:

A.  The Schuchard Volunteer Organization can only be dissolved by a majority vote of eligible members at a scheduled general membership meeting.

B.  Upon dissolution of this organization, after paying or adequately providing for the debts and obligations of the SVO, the remaining assets shall be distributed to any 501(c)(3) organization of the current SVO officer’s choice.
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