
*** REVISED BY-LAWS ***

SEQUOIA MIDDLE SCHOOL PARENT FACULTY CLUB

BY-LAWS

ARTICLE ONE

Name and Purpose

Section 1.
The name of this organization shall be Sequoia Middle School Parent-Faculty Club (also referred to herein as the “PFC”).

Section 2.
The purpose of this organization shall be to support student learning at Sequoia Middle School. The PFC shall accomplish this by focusing efforts on the following:

· Inspire parent involvement in our school;
· Build a strong school community among parents, staff, faculty, and the wider community; and
· Support the school’s mission through strategic financial support.
Section 3.
The PFC shall be non-commercial, non-political (except in matters affecting the school), non-profit and non-sectarian. The PFC shall have and exercise any, all and every power that a non-profit corporation organized under the provisions of the Non-Profit Corporation Law of the Corporations Code of the State of California for charitable purposes could be authorized to exercise, but not any other power.
Section 4.
The PFC shall not seek to control, but may seek to influence, the educational policies of the school.

Section 5.
In the event of dissolution of the PFC, assets remaining after payment or provision for payment of all debts and liabilities of the PFC shall be distributed to a Contra Costa County non-profit organization benefiting children’s education, as voted upon by a simple majority vote of members at the final meeting of the organization.

ARTICLE TWO

Membership
Section 1.
Member: “Member” shall be defined as any parent, guardian, or other adult, standing in loco parentis for a student enrolled in Sequoia Middle School, who is in good standing.
Section 2.
Membership: Membership shall be open to parents and guardians of children enrolled in Sequoia Middle School.  Teachers and faculty administration are automatically included as members and are exempt from any annual dues. 

Section 3.
Dues: Annual dues shall be $50.00 per family per year. A member must have paid his or her dues at least 14 calendar days before the PFC meeting to be considered a member in good standing with voting rights, with the exception of the first PFC meeting of the school year, when members may vote if dues are paid seven (7) days before that meeting. Dues are subject to yearly review by the Executive Board. The dues shall not be increased more than once per school year.

Section 4.
Payment of Dues: Each Member shall pay, within the time and on the conditions set by the Board, the dues, in an amount to be fixed by the Board. The dues shall be equal for all Members. Annual dues shall be paid at Registration Day, which takes place in August of each school year. Payment of such dues shall entitle the member to membership in the PFC and full voting rights on any and all Board matters for the current school year. Membership shall remain open throughout the school year, and parents and/or guardians may join at any time during the regular school year. Membership in the PFC shall automatically cease at the end of each school year.

Section 5.
Verification of Membership: The board shall determine at the beginning of each school year how to verify membership in good standing for the purposes of voting at PFC meetings.

ARTICLE THREE

Meetings

Section 1.
At least two meetings where business can be transacted will be held each school year, at times set by the board.

Section 2.
Special meetings of the membership may be called by the Executive Officers at any time a majority of Executive Officers deems advisable.  Notice of a special meeting should be conveyed to all parents at least three (3) days prior to the meeting, by whatever means the Board deems most effective.

Section 3.
Changes may be made in the time and date of regular meetings at the discretion of the Board or by a quorum (majority vote) of the members in attendance at a regular or special meeting, without amendment of the By-Laws. Notice of such changes shall be conveyed to all parents at least three (3) days prior to the next meeting, by whatever means the Board deems most effective.

Section 4.
Meeting shall be held at such places as the Board of Directors shall consider suitable.

Section 5.
A majority vote of the Board members and any general members present at the monthly meetings shall be required before action may be taken by the Board. Members must be a member for fourteen (14) calendar days prior to meeting in order to vote, with the exception of the first PFC meeting of the school year, when members may vote if dues are paid seven (7) days before that meeting. Board members who cannot attend a meeting may assign a proxy vote to an attending board member.

Section 6.
Electronic voting: When business arises that must be voted upon prior to the next regularly-scheduled general meeting, the Board of Directors of the PFC is authorized to conduct a vote, other than amendment or revision of these By-Laws, by electronic means (email or instant message). All other rules concerning voting shall apply to electronic voting.
Section 7.
The rules of procedure should follow Roberts Rules of Order, most current edition, at all regular and special meetings.

ARTICLE FOUR

Board of Directors
Section 1.
Definition: The Executive Officers and Special Interest Representatives together shall be known as the Sequoia Middle School PFC Board of Directors. Each member of the PFC Board of Directors shall be entitled to voting rights on matters brought before the board.

Section 2.
Executive Officers: The Executive Officers of the PFC shall be President, First Vice-President, Second Vice-President (Principal), Third Vice-President (Vice Principal), Secretary, Treasurer, Administrative Representative (Student Services Coordinator), Teacher Representative(s), and Parliamentarian (Past Officer, pursuant to Article 5, Section 9). All Executive Officers must be a member of the PFC in good standing in order to hold office.

Section 3.
Terms of Office: Any position on the board may be jointly shared and either may act in the absence of the other. However, each position as such will have only one vote. The term of office shall be one (1) year. There shall be no limits on the number of terms an Officer or Special Representative may serve on the Board.

Section 4.
Assumption of Duties: Newly elected board members are required to attend the June meeting in order to ensure a smooth transition with the outgoing board members. The Board of Directors shall assume duties on July 1 of each year.

Section 5.
Vacancies: Whenever any vacancies occur in the Board of Directors of the PFC, by reason of death, resignation, removal from office, or otherwise, it shall be filled by the votes of a majority of the Board of Directors of the PFC then in office at any meeting and the person so elected shall be a Director until his or her successor is elected by the members at the next regularly scheduled meeting. In the event of a vacancy in the office of the President, the First Vice-President will become the President. The Office of the First Vice-President will then be filled by appointment by the Executive Officers.

Section 6.
Meetings: The Board of Directors shall meet (Article 3, Section 1) at dates and times set by the Board of Directors each school year.  These meetings shall be open to all parents, guardians, community members and interested parties.

ARTICLE FIVE

Duties of Executive Officers and Board of Directors

Section 1.
The President shall: Set meeting agendas; preside at all meetings; appoint all standing and special committees; be an ex-officio member of all committees; and call meetings of the Board of Directors. The President shall review and sign contracts and agreements that obligate the PFC to $500.00 or more, or beyond the current school year, with the approval of the board. The President shall maintain a master list of all usernames and passwords for any accounts, websites, or the like utilized by any Board Member or committee member on behalf of the PFC. The President shall collect, by the June meeting of each school year, a detailed Event Report from each Board member and Committee Chairperson, which will be made available to volunteers as needed. Additionally, the President will have counter-signing authority on PFC checking accounts. 

Section 2.
The First Vice-President shall: act in the absence of the President, and in the event of such absence, shall assume the duties and responsibilities of the President.  The First Vice-President shall maintain a master list of all usernames and passwords for any accounts, websites, or the like utilized by any Board Member or committee member on behalf of the PFC. Additionally, the First Vice-President may have counter-signing authority on PFC checking accounts.

Section 3.
The Second Vice-President is the school Principal who shall: assist in coordinating PFC and school programs. Additionally, the second Vice-President shall have counter-signing authority on PFC checking accounts.

Section 4.
The Third Vice-President is the school Vice-Principal, who shall: act as liaison to the student body, and, in the absence of the Second Vice-President, shall act as the Second Vice-President.

Section 5.
The Secretary shall: keep and prepare the Agenda of each Board meeting; keep the minutes of each meeting of the PFC, and each meeting of the Board of Directors; collect and report all correspondence of the PFC; keep a file of all letters received which pertain to matters of the PFC; and send notice of regular and special meetings of the PFC.  Additionally, the Secretary may have counter-signing authority on PFC checking accounts. The Secretary shall maintain the PFC’s By-Laws, the previous year’s agendas and minutes, monthly budget reports, all contracts to which the PFC is a party, and insurance policies. Where at all practicable, the Secretary shall maintain originals of said documents. Upon request, the Secretary shall provide to any member of the PFC copies of all the documents as outlined above. The Secretary shall maintain a master list of all usernames and passwords for any accounts, websites, or the like utilized by any Board Member or committee member on behalf of the PFC.
Section 6.
The Treasurer shall: account for all receipts and disbursements of the organization; keep an accurate account of all receipts and disbursements; prepare financial reports for review and make a monthly report to the Board of Directors; maintain bank statements; secure insurance on behalf of the PFC as needed; and pay out all monies of the PFC by check (checks are to be signed by two [2] authorized officers). All purchases will be reimbursed only with the appropriate original receipts or copies of the originals. Exceptions must be approved by the Treasurer and another Executive Officer. If the reimbursement (without original receipt) is to be made to either the Treasurer or another Executive Officer, then approval by two other Executive Officers is required. The Treasurer shall prepare the books for auditing and closing, to be turned over to the incoming Board of Directors no later than July 1. The monies of the PFC shall be kept in a bank account approved by the Board of Directors and secured by the FDIC. The Treasurer shall make an annual report to the membership at the last meeting of the year.  The fiscal year shall run from July 1 to June 30 of each school year.


The Treasurer shall prepare and present a draft annual budget for the following fiscal school year in cooperation with the PFC Board of Directors. This draft budget shall be presented for adoption at the June meeting. The Treasurer shall present a final annual budget for adoption no later than the September meeting of the new school year, with any modifications as deemed necessary.

Section 7.
Administrative Representative (Student Services Coordinator) shall:  attend PFC meetings and report on student services and upcoming campus events.

Section 8.
Teacher Representative(s) shall:  represent faculty interests and report faculty news at regular meetings.

Section 9.
The Parliamentarian shall be the immediate past President.  After the May meeting, if the immediate past President is ineligible or declines the Office, the Office shall be offered to the immediate past First Vice-President, Secretary, Treasurer, Ways and Means, Members at Large, and Parliamentarian in order, until the Office is accepted.  If no immediate past Officer accepts the appointment as Parliamentarian, the office shall remain vacant for the term.  The Parliamentarian shall advise the Board and membership regarding past PFC practices, procedures, obligations, and the like, and shall have full voting rights as a member of the Board of Directors.

Section 10.
Executive Officers shall outline and approve all activities of the PFC and shall conduct such business for the PFC as may be necessary for the successful execution of the planned activities.

Section 11.
The Executive Officers shall have the power to incur indebtedness only for ordinary and current expenses of the PFC. However, in case of an emergency, the President, First Vice-President, Secretary and Treasurer may incur obligations for the PFC subject to later approval of the membership.

Section 12.
An Audit Committee shall review the PFC’s financial records annually and provide a signed Statement of Facts report at the first general meeting of the school year. The committee should consist of at least two (2) members and will be appointed by the Board of Directors prior to the end of the fiscal school year. Anyone authorized to sign checks is not eligible to conduct the financial review. This committee may not include either the current or incoming Treasurer. By decision of the Board of Directors of the PFC, a professional auditor may be used instead. The Audit Committee or professional auditor shall perform the annual financial review upon receipt of the financial records from the Board of Directors, as soon as practicable after the Treasurer turns over said records on or before July 1. Upon return of the prior fiscal year’s records from the Audit Committee or professional auditor, all previous years’ records shall be stored at Sequoia Middle School.
Section 13.
The Board of Directors shall report items of special interest to the membership either at regular meetings or in communications sent to members.

ARTICLE SIX

Special Interest Representatives

Section 1.
Special Interest Representatives may include, but are not limited to:

Ways and Means/Fundraising

Hospitality 

Communications

Parent Volunteer Coordinator

Book Fair Coordinator 

Historian

8th Grade Promotion Representative

Superintendent Liaison

At the time of elections in May of each school year, the current Board of Directors shall determine which Special Interest Representative positions will be part of the next year’s Board of Directors and conduct the elections accordingly. 

ARTICLE SEVEN

Duties of Special Interest Representatives

Section 1.
Ways and Means/Fundraising shall: seek out Chairpersons for fund raising committees and coordinate those events with PFC Officers and the school calendar; work with President and other Officers to develop an annual fundraising strategy including, but not limited to, annual PFC fund raisers, eScrip, Box Tops and Registration membership drive.

Section 2.
Hospitality shall:  plan and oversee special events for teachers and staff, including Teacher/Staff appreciation week; provide refreshments for school functions when indicated.

Section 3.
Communications shall:  plan and oversee, together with President and other Officers, an annual communications strategy; recruit Chairpersons to coordinate the PFC website, Student Directory and weekly e-blast; maintain the family database used to identify and contact members and produce the Student Directory.

Section 4.
Parent Volunteer Coordinator shall:  recruit parent volunteers for school registration, campus events, fund raisers, and any and all PFC-sponsored/supported events as deemed necessary. 

Section 5.
Book Fair Coordinator shall:  be in charge of planning and overseeing two Book Fairs (one in winter and one in spring) to be held at Sequoia Middle School.

Section 6.
Historian shall:  retain all meeting documentation and collect publicity or news articles related to Sequoia Middle School.

Section 8.
8th Grade Promotion coordinator shall:  coordinate committees and oversee planning of the annual 8th grade promotion party, including fund raising and budget to cover event costs.

Section 9.
Superintendent Liaison shall:  attend monthly District Superintendent meetings and report to the PFC.

Section 10.
All Special Interest Representatives and Committee Chairpersons shall adhere to the event or campaign budget as established by the Board, and shall follow all guidelines for handling receipts and disbursements, including reports to the Board of Directors at monthly meetings as requested by the Board. All Special Interest Representatives and Committee Chairpersons shall provide, by the June meeting of each school year, a detailed Event Report as requested by the Board of Directors, to be maintained by the PFC President.

ARTICLE EIGHT

Nominations

Section 1.
A Nominating Committee shall be selected at least sixty (60) days prior to the last meeting of the year. The Vice-President shall serve as the chair of the Nominating Committee.

Section 2. 
The Nominating Committee shall consist of five (5) members; three (3) appointed by the President from the Board of Directors and two (2) from the membership.

Section 3.
This Committee shall nominate a person or persons to fill each of the Article Four offices and each of the Article Six Special Interest Representatives for the coming year, except for the offices of Second Vice-President, Third Vice-President, Administrative Representative and Parliamentarian. The nominations are subject to the provisions of Article Four.

Section 4.
The Committee shall report its nominations for all offices to the Board of Directors a minimum of fifteen (15) days before the May meeting.

ARTICLE NINE

Elections

Section 1.
Non-competitive elections: In instances when there is only one candidate running for every open Board position, the vote shall be by acclamation with a simple majority vote of those present electing at the May meeting.

Section 2.
Competitive elections: In cases when there is more than one person running for one or more open Board positions, a membership vote will be held electronically via email.


The Committee shall gather nominations to fill Board positions for the coming year. This will be done via the school e-blast (or other written or electronic communication) and TGIF distributed to the Sequoia Middle School community, requesting nominations. The Nominating Committee shall confirm with the President that all nominees are Members in good standing of the PFC. The Nominating Committee will contact all Nominees to confirm their desire to run for office. Only one member of any household can serve on the Board at any time. A nominee may run for only one office. Nominees will be put on the ballot in alphabetical order by last name, listed under the office of choice, and will be asked to submit a written biography/statement of candidacy not to exceed 200 words to be included with their name on the ballot. The Committee shall report its nominations a minimum of fifteen (15) days before the May meeting. At that time, the nominations will be closed.


The election of the Board of Directors of the PFC shall be held in May of each school year, unless the Board fixes another date or time. Ballots will be sent to members via electronic communication, and responses shall be returned via email no later than May 31. The Nominating Committee will count and tally votes confidentially. Each family of an attending child of Sequoia shall be entitled to one vote.
Section 3.
The Nominating Committee will make their formal report at the June meeting.  

ARTICLE TEN

Adoption and Amendment of By-Laws

Section 1.
These By-Laws shall be considered to be adopted as rules governing the Sequoia Middle School Parent-Faculty Club when duly voted upon by the membership in attendance at a meeting per Article 10, Section 2.

Section 2.
These By-Laws may be amended or revised by a two-thirds majority vote of those present at a meeting of the membership. However, notice of a proposed amendment or revision must be given at a previous meeting or by written notice delivered to each member at least one (1) week prior to the meeting at which the vote will be taken.

Section 3.
A copy of these By-Laws shall be given to each Officer and Committee Chairperson and to any PFC member upon request, and made available on the PFC website.

Section 4.
All voting shall be by voice of those present.

We, the undersigned, being the Executive Officers of the Board of Directors of Sequoia Middle School Parent-Faculty Club, hereby assent to the foregoing Amended By-Laws and hereby adopt the same.


IN WITNESS WHEREOF, we have subscribed our names hereto on this _____ day of ______________________________.


