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Gresham Arthur Academy Parent Organization Bylaws, Policies and Procedures

Article I	Name
	
The Name of the organization shall be the Gresham Arthur Academy Parent Organization or GAAPO.

Article II	Objectives-Mission

	To promote the welfare of children and youth in home, school, and community.

To bring closer the relationship of home and school by providing and organizing avenues for parents and teachers to cooperate together in the education of their children and students.

To enhance the education facilities and opportunities for the students of Gresham Arthur Academy.

Article III	Membership

Gresham Arthur Academy Parent Organization shall consist of Members at Large and an Executive Board.

Members at large: Any parent or guardian with a child enrolled and attending the Gresham Arthur Academy shall be considered a Member at Large and may participate in all meetings and functions of GAAPO.  Academic or Administrative employees of the Gresham Arthur Academy (with the exclusion of ancillary staff) are considered non-voting members and are ineligible to hold a position on the executive board.

Executive Board:  A group of individuals that are elected as, or elected to act as, representatives of the members at large to establish parent organization policies and to make decisions on parent organization issues.

The Principal (Director) shall be considered as a sitting advisor and/or consultant to the Executive Board. If the Principle is unable to be present, they shall appoint someone to come and act on their behalf.

Article IV	Executive Board

The Executive Board shall conduct necessary business in the intervals between regular meetings and such other business as may be referred to by the Gresham Arthur Academy Charter School, the GAAPO or other Arthur Academy Parent Organization committees requiring or needing assistance.

The Executive Board shall create standing and temporary committees necessary to carry out the objectives, missions and aims of the GAAPO.

All officers shall deliver the successor all official materials at the close of the service no later than the last day of June of each year.  

The Executive Board members shall attend a minimum of 6 out of 8 meetings per academic year in order to continue to be a voting member of the board.  The Executive Board must also attend, as an ambassador for the GAAPO, a minimum of 75% of all the GAAPO sponsored events in order to stay a voting member of the board. The current board shall decide, during the September board meeting or once the events for the year have been approved, the exact amount of events for the year in order to determine the 75%.  This information shall be posted in the meeting minutes.

The Executive Board shall consist of the following officers voted on and approved by the majority membership.

President:	shall preside at all meetings of the organization; and shall perform such other duties as may be prescribed in these bylaws; and shall coordinate the work of the officers and committees, in order that the objectives and missions may be promoted.  The President shall be responsible for reviewing with the board the GAAPO Bylaws, Policies and Procedures and the expectations of the board for the year. The president shall be a signer on the checking account.

Vice President:	shall act as aid to the President and perform the duties of the president in the absence or inability to serve. Will act as a liaison between the parents, GAA staff and the Executive Board.  Shall be responsible for coordination and implementation of all the general parent organization meetings. The VP shall also be responsible for keeping a current inventory of the stored supplies for events and meetings and shall coordinate annually.

Secretary:	shall record the minutes of all meetings of the organization.  These minutes shall be published no later than seven days from the last meeting and distributed via email, as well as posting a copy of minutes on the Parents Bulletin Board.  Will be responsible for keeping the most current list of parents and their contact information.  Shall be responsible for sending out broadcast emails and the weekly reminder as needed by the board and staff; along with determining the deadline for submission of information into these publications.

Treasurer:	shall receive all monies of the organization; shall keep an accurate record of receipts and expenditures; shall meet semi-annually with the Arthur Academy business manager for an accounting review.  This person will also be the contact person for any tax information letters and receipts in regards to donations made to the organization.  The treasurer shall present a financial statement at every meeting and at other times when requested by the President; and shall make a full report at the end of the current school year.  The treasurer is a signer on the checking account.  All monies given to the Treasurer shall be deposited into the GAAPO bank account within 7 (seven) days of receipt.
	
Fundraising and Events
Chair:
shall develop, coordinate, and initiate, with the assistance of a committee, all fundraising activities and events as directed by the Executive board. This position will communicate the status of each fundraiser to the board and report to the organization at the monthly meetings.  All monies gathered during the fundraisers and events will be turned over to the Treasurer within one week of receipt.  In the event that a co-chair is requested, this position shall have only one voting right.

Publications Editor:	shall publish a monthly newsletter and shall determine the deadline for information going into the newsletter. The newsletter will be distributed to each student and teacher, either via email or hardcopy, as well as posted on the Parents Bulletin Board in the school and on the GAAPO website.  This person shall also edit and, if necessary, publish all flyers, reminders, invitations, and various other communications of the GAAPO. Shall be responsible for coordinating the gathering of the information and the publishing of the student directory.


Volunteer
Coordinator:	shall coordinate volunteers for activities and functions of the parent organization and school as requested by the Executive Board.  Responsible for maintaining a volunteer database, using the volunteer database software, and coordinating the recognition of the volunteers both monthly and annually. Shall keep the Event Coordinator updated on the specific volunteers for an event.  Shall be at all events and shall be responsible for coordinating the volunteers at the specified events.  In the event that the Volunteer Coordinator is unable to attend an event, they shall be responsible for finding and designating someone to take their place.

All officers shall perform the duties as outlined above as well as any other duties as described in these bylaws; and such other duties as may be delegated to him/her.


Article V	Meetings

	Executive Board Meetings	
Regular Monthly Meetings: The parent organization shall establish a schedule for the date and time of regular monthly meetings.  The schedule for monthly meetings shall be established by October 30th of the existing school year.  A copy of the meeting schedule shall be posted for parents in the newsletter and furnished to the school principal; as well as published on the GAAPO website.  A minimum of eight (8) meetings must be held every academic year.

Location of Meetings: The meeting location will be determined in collaboration with the school Principal and published in the GAAPO newsletter as well as on the website.

Special Meetings: Special meetings of the parent organization may be called by the President or by a majority of the Executive Board.  Notice of such special meetings shall be made to each member in writing, by telephone or via email; of the time, place and purpose thereof; and given at least forty-eight (48) hours before such meeting.  

Quorum:  A minimum of two-thirds (2/3 or 66.6%) of the Executive Board shall constitute a quorum for the transaction of the GAAPO business.

Meeting Format: All parent organization meetings shall comply by the following format:
a. Call to order and establishment of a quorum
b. Reading of the minutes and approval with our without changes
c. Officer Reports
d. School Principal Report
e. Committee Reports
f. Tabled Business
g. Unfinished Business
h. New Business
i. Adjournment


	General Parent Organization Meetings
The parent organization will hold general parent meetings no less than 3 times a year as determined by the Executive Board. Meetings will be published in the parent organization newsletter, weekly reminder and on the website.  The general parent meetings are open to all parents, families, school employees or community members to attend.  They are informative and educational meetings that often include question and answer sessions and items not related to everyday Executive Board life.  

Quorum for General Parent Meetings: A majority of the membership in attendance at a general parent meeting shall be no less than fifty-one percent (51%) of non executive board member parents to constitute a quorum for the transaction of business.

Voting: The act of the majority membership and quorum of the Executive Board present at a general parent meeting shall be required to authorize actions to be taken by the GAAPO.  




Article VI	Appointments
	
The Executive Board shall appoint a room parent to each class, if agreed upon between the teachers and Executive Board on a yearly basis if so desired, for the purpose of assisting the teacher with special events throughout the year.  The room parent will work directly with the Vice President of the Executive Board to receive board directives and to keep the lines of communication open between the classrooms, teachers and the Executive Board. 

Article VII	Elections

The President shall oversee the nomination and election process to ensure fairness and efficiency.  A special nominating committee, consisting of 3-5 volunteers, elected or appointed by the Executive Board, will assist in recruiting nominations and managing Election Day procedures.  Every position on the Executive Board should be considered “open” in terms of electing a new officer.

Nominations -	Nominations will be an open voting procedure.  Nominations will begin following the April meeting.

Procedure -	All current members of the organization may participate in the election.  Ballots will be distributed to the entire membership. The voting process will take place during the General Parent Meeting.  Results will be announced at the end of the meeting.

Term of Office - The term of each officer shall be one year.  Beginning on July 1st and ending on June 30th of the following year.  A person may be elected to the same or different office for more than one term.

Vacancies -	In the event of a vacancy in an office due to resignation, unforeseen circumstances or an inability to complete the term the Executive Board will appoint a qualified Member at Large to fulfill the remainder of the term.  However, should a vacancy occur in the office of the President, the Vice President shall immediately assume the office and the duties of the President as stated in these bylaws.  

**The outgoing GAAPO board members are responsible for any training and/or sharing of information to the oncoming board members.  

Article VIII	Expenditures

All expenditures made by any persons, whether it be an Executive Board member or someone designated by the board to do so, must have board approval before making such purchases. Expenditures of seventy-five dollars ($75.00) or less may be approved by a majority vote of the Executive Board.  Expenditures of more than seventy-five dollars ($75.00) must be approved for the exact dollar amount by a majority vote of the Executive board.  Any expenditure over previous amount approved must go back to the board for re-approval, or risk only getting reimbursed for the original approved amount.


Article IX	Parliamentary Procedures

The rules contained in the current edition of Roberts Rules of Order: Newly Revised shall govern the GAAPO.



Article X	Policies and Procedures

Financial Policies and Procedures

Returned Check Policy: All checks returned for non sufficient funds will be charged a twenty-five dollar ($25.00) service fee. 1st offenses will be charged the service fee, 2nd time offenders will be charged the service fee and their check writing privileges with the organization will be revoked.  All further payments must be made by either cash or cashier’s check.

Checking Account Security: The GAAPO requires two (2) signatures on all checks written from the parent organizations account.  The signers shall be the GAAPO President and the Treasurer.  The checks will be printed to identify that two (2) signatures are required.  Every check must be sustained by supporting paperwork, such as a receipt or an invoice AND a completed transaction/reimbursement form (see Appendix A).

Checking Account Statements: The bank statement should be mailed to the President and to the Treasurer of the Executive Board.  At any time, any member of the Executive Board may request to see the monthly bank statements.

Annual Audit: An independent party or audit committee shall perform an audit, on an annual basis, of the organizations finances.  This audit will typically take place during the Summer months.  A report shall be made to the executive board no later than September 30th of said year.  The audit committee will be determined by the outgoing board.  

Treasurers Report: The treasurer is responsible for providing a monthly accounting of the GAAPO funds to the organization, which will include a report of financial activity report (this is a list of transactions for the month and their effect on the balance) and a performance to budget report.  

Reimbursement Procedure:
1.	Purchase items and keep all receipts/invoices.  (ALL items must be approved by the GAAPO board prior to the purchase.)
2.	Fill out the “reimbursement form” (also known as Appendix A).  These forms are available through the Committee Chair, the Treasurer or on the GAAPO board.  
3.	Make a copy of the completed reimbursement form and receipts to keep for your records
4.	Put original receipts and completed form(s) in the GAAPO mailbox in the office or directly to the Treasurer.  It may take up to two (2) weeks for the request to be processed and a check to be mailed.

Funds Received Procedure:
1.	Fill out the “funds received” form (also known as Appendix B).
2. 	For Events, complete an “Events Cash In/out form” (Appendix C) in addition to the funds received form.
3.	When complete, give all forms and monies received to the treasurer.

Budget Committee: The Treasurer is responsible for chairing a committee charged with the mission of developing an annual budget for the GAAPO.  This committee should begin meeting in March.  The committee will present a proposed draft of the budget to the Executive Board in April for approval.  Final budget approval will take place at the general parent meeting in May.

Event/Fundraiser Report: All events that require donations or the exchange of money shall have an individual accounting for each event (Appendix B).  These forms are to be completed by the person responsible for coordinating the event and should be given to the Treasurer within two (2) weeks of the completion of the event.  At the conclusion of any event/fundraising effort, all supporting documentation of funds; such as order forms or pledge sheets, must be turned in to the treasurer with the funds received in order to show an accurate account of funds. In addition, all events that begin with a cash balance must use the “Events Cash In/Out Form” (Appendix C) to keep track of such funds.

Record Retention Policy: The following record retention rules are defined by the IRS for nonprofit, tax exempt groups.  The GAAPO agrees with the Gresham Arthur Academy that the book keeper for The Arthur Academy Charter Schools maintains the handling and the filing of the tax returns for the GAAPO.  

3 Years – 
Year end and annual set of treasurer reports.
Annual set of bank statements.
Annual set of canceled checks or check images.
Annual set of check registers.
Annual set of meeting agendas and minutes.
Year end treasurer’s report.	

Arthur Academy Charter School (Mastery Learning Institute) maintains possession of permanent non-profit, tax exempt records. It is GAAPO's understanding that Arthur Academy Charter School (Mastery Learning Institute) is responsible for filing the annual tax report.



Events and Fundraising

Event/Fundraising Calendar: The Executive Board is responsible for setting an Events/Fundraising schedule for the academic year.  It is with recommendations from the Event/Fundraising committee that an annual calendar of events is developed.  The chair is responsible for working with the committee to develop a proposed list of activities that will be submitted to the board for feedback and final approval.  Events should not be canceled without approval of the Executive Board.

Event/Fundraising Evaluation: The Event/Fundraising Chairs shall be responsible for reporting the details of the event/fundraiser to The Executive Board meeting the month following any event or fundraiser.  Their report shall consist of an evaluation, both financial and logistical, of the events running’s.  

GAAPO support of the 5th Grade Outdoor School and Promotion: The GAAPO shall provide to the 5th grade class, on an annual basis, a minimum of 2 fundraising opportunities in order to support their outdoor school experience.  The exact details of the fundraising opportunities shall be at the discretion of the GAAPO board members in conjunction with the GAA 5th grade teacher.  The GAAPO shall also provide to the 5th grade class, on an annual basis, the total amount of $300.00 for them to use towards the promotion activities.  The GAAPO shall coordinate with the GAA 5th grade teacher with regards to the exchange of monies.



Volunteer Procedures

	2 Hour Power: The Volunteer Coordinator is responsible for implementing a minimum of two 2 Hour Power campaigns to solicit volunteers for events, fundraisers and other volunteer opportunities offered by GAAPO.  

	PTO Manager: The Volunteer Coordinator is responsible for entering the 2 Hour Power forms into the database and generating an email campaign.  The coordinator shall provide monthly updates to the board as to the status of the number of volunteers in the database, monthly volunteers for newsletter recognition and the total volunteer hours for the month.

	Volunteer Recognition: The Volunteer Coordinator is responsible for collecting the volunteer sign in sheet in the school office on a monthly basis and for collecting the volunteer sign in sheet at each event.  He/she will provide to the publisher a list of volunteers for the month to be printed in the newsletter.  The Volunteer Coordinator is also responsible for planning an annual volunteer recognition event and seeing to its follow through.

Secretarial Procedures:

	Minutes: The Secretary is responsible for taking minutes at all functions of the parent organization, including but not limited to Executive Board meeting and General Parent Meetings.  Minutes shall be typed and emailed to the Executive Board no later than one week after said meeting.  Minutes from all meetings will be posted on the GAAPO board; minutes still pending Executive Board approval will be stated as so when placed on the board.

	GAAPO Information Board: The Secretary is responsible for maintaining this board, which is located next to the main office.  Information categories shall include; Notification of upcoming meetings, Minutes, GAAPO newsletter, weekly reminder, Event calendar and miscellaneous.  All other flyers need to be approved by the Executive Board for posting.

	Other Policies and Procedures

	Inventory: The Vice President shall be responsible for coordinating an annual inventory of the GAAPO supplies. This should be completed by the end of June each academic year.  The inventory list will be provided to the Executive Board at their August meeting, if not earlier.  

	Email Voting: In the event that a decision needs to be addressed by the Executive Board outside of the regularly scheduled board meetings, an email vote may be sent.  This should be used only for emergent voting needs.  

	Requirements of E-Voting: 
	a. 	The email must be addressed to all voting members of the Executive Board
b. 	The subject line of the email must contain the words “Approval Needed”
	c. 	The email should contain a place for all members to vote
	d. 	Each person voting should REPLY TO ALL
	e.	approval can be made by a majority of those who have replied
f.	The person soliciting the vote is responsible for sending out a final vote along with the approved action
g. 	In the event that a board member has not responded to the vote in the time frame requested, it is the responsibility of the e-vote originator to contact that board member
	h.	We cannot approve an e-vote unless a majority of members of the board have reviewed the vote



Article XI	Amendments

	These bylaws may be amended at any regular GAAPO meeting, at which a quorum is present, by a majority vote.  









































** APPENDIX A **
Gresham Arthur Academy
Parent Organization
Reimbursement Form
Date Submitted:_____________

Name:_____________________________  Committee:_________________________

Phone:_____________________________  E-mail:____________________________

Mail check to:__________________________________________________________
      OR     		Payee/Name
I will pick up
from the  	__________________________________________________________
school office		Address
(circle one)
		__________________________________________________________
			City/State							Zip Code

Submitted by:__________________________________________________________
Approvals:
Approved (Signature of Committee Chairperson) ______________________________
			(Required if you are not the Committee Chair)
						OR
Approved by GAAPO Board, Minutes dated:___________________________________


Please attach all receipt(s) to back of this form and circle the appropriate dollar amounts.  Reimbursement cannot be made without receipts or invoice.

		Expense/Event		Item Description			Amount
	_____________________		______________________		__________

	_____________________		______________________		__________

	_____________________		______________________		__________

	_____________________		______________________		__________

	_____________________		______________________		__________

	_____________________		______________________		__________

Total amount to be reimbursed:							$_________
(This total should match total of actual receipts being submitted.)
Please submit to Treasurer:
Deposit in Treasurer Box in the School Office 


** APPENDIX B **
Gresham Arthur Academy
Parent Organization
Funds Received Form

Chairperson: Please complete the following form.  Separate the cash and checks, total each separately.  ALL MONEY TURNED IN MUST HAVE A FUNDS RECEIVED FORM.  Thank you.


Date: _____________________		Committee: _________________________



EVENT: ______________________________________________________________

Event Date: _________________________

Chairperson: ________________________	Phone # ________________________

Cash: $_____________________________	Checks: $_______________________


TOTAL RECEIVED: $______________________
Verification signature:_____________________________________

	CASH
	cents
	$1
	$5
	$10
	$20
	$50
	$100

	
	
	
	
	
	
	
	




This report should be used to help account for all monies received for a GAAPO function, sale, activity or other income.  For checks and cash, please:

1.	Clearly label the function/event or sale with date
2.	Count and list, as one line item, all cash (dollars and cents) being submitted.
3.	Have a second person verify the total count of monies and sign.
4.	Use a separate sheet for each event
5.	Deliver or make arrangements with the Treasurer for pickup within two (2) weeks of the event. 

For Treasurer use only:

Date:____________________  Signature: __________________________________________

Verification of total money received: $___________________


** APPENDIX C **
Gresham Arthur Academy
Parent Organization
Event Cash In/Out Form


Name of Event: ________________________________________________________

Date: ____________________________


Starting Cash:						$_______________________



Amount of Cash at end of event:				$_________________________			
Amount of Checks at end of event:			$_________________________

	Subtotal of Cash/Checks:				$_________________________

	Less: Starting Cash					$(________________________)


Total profit for event:					$_________________________





Name: __________________________________________________

Treasurer verification:_____________________________________





This report should be used at all events or functions that begin and end with a cash flow.  There should be one Event Cash In/Out form for every cash box that is at the event. 
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