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The Berlin Community School and Home Association (BCSHA) Procedures Manual contains the procedures and guidelines for the day-to-day administration of BCSHA.  The procedures within this document are based on the Associations By-Laws and can be amended at any meeting of the Association by a majority vote of those members present and voting.   This manual is divided into the following sections:

I.
Membership Procedures

II.
Officers/Executive Committee

III.
Committees/Chairpersons

IV. Meetings

V. Election and Voting Procedures

VI. Installation and Transition Procedures

VII. Budget and Financial Procedures

A. Insurance and Indemnification Procedures

I.
MEMBERSHIP PROCEDURES:

A.
Any person willing to adhere to the Bylaws and who pays annual dues and has no outstanding debt is considered a member in good standing and is entitled to all of the rights and privileges of membership.  A person becomes a member upon payment of dues.

B.
A membership drive will be conducted in the fall to invite all BCS families and staff members to join.

C. 
The amount of dues will be determined during the adoption of the budget and any changes to that amount will be adopted with the budget approval.

II.
OFFICERS/EXECUTIVE COMMITTEE:

A.
President

1. The President will be the official spokesperson of BCSHA and will reside over all meetings of the association.

2. President will appoint all chairpersons and members to all standing and special committees and will serve as an ex​officio member of all committees.

3. The President will review the Bylaws each year and make recommendations to the Bylaws Committee for updating the document if necessary.

4. The President will make arrangements for all association meetings (room reservations, set-up and clean-up).

5. The President will review all BCSHA mailings, reports and forms before dissemination to the membership and/or the community.

6. The President shall have signature power on all checking and/or savings accounts of the association along with the Treasurer.
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B.
Vice President ​

1. The Vice President will organize and supervise childcare for the BCSHA meetings through volunteer forms sent out at the beginning of the year. Volunteers will be awarded community service time for their services.
2. The Vice President will organize volunteers as needed for the school/ office/administration.

3. The Vice President should assist the President upon request.

C.
Secretary

1. The Secretary will maintain a file of all correspondence sent to the Association and report on them to the membership at each meeting.

2. The Secretary will maintain lists of all committees, their chairperson(s) and members.

3. The Secretary will maintain a file of all committee reports submitted during the school year.

4. The Secretary will maintain a current of copy of the By-Laws and Procedures Manual and post them to the school website by the first meeting each year.

5. The Secretary will check to make sure that when requests are made that those individuals are in good standing with BCSHA.  

6. The Secretary will notify the executive committee one week before the monthly scheduled meeting about all requests for the upcoming meeting.

7. The Secretary will email all BCSHA members reminding them about the upcoming meeting, email the teachers’ reminders when requests are due, and remind teachers who have made a request about the scheduled meeting.

8. The Secretary will conduct all correspondence of the Association at the direction of the President.

9. The Secretary should assist the President as requested.

D.
Treasurer

1. The Treasurer will maintain all financial accounts and records and have signature power, along with the President, on all checking and/or savings accounts and will:

a. Make deposits of funds.

b. Disburse checks in payment of expenses and in reimbursement of expenditures by committee chairpersons and members made in accordance with their committee budgets. 
c. Reconcile the checking account(s) monthly.

d. Maintain receipts of all expenses/expenditures.

e. Communicate with the President and other officers on all financial matters.

f. Be available to all committees/chairpersons to answer budgeting and financial questions, to collect monies and issue receipts for incoming funds.

g. Prepare a monthly Treasurer's report to be presented at the regular association meeting.

2. The Treasurer will maintain the annual Budget and make any adjustments approved to it by the membership throughout the year.

3. The Treasurer will review the Association's insurance policies on a yearly basis and report the need for any changes or additional/different coverage to the Executive Committee.

4. In the event that the Treasurer will be out of town or unable for other reasons to sign checks, the checkbook should be turned over to the President until the Treasurer is available again.

5. The Treasurer should assist the President as requested.

6. The Treasurer will supply information to the auditing committee by July 30th, supply all financial documentation to the accountant by August 1st, file federal taxes by November 17th, and file NJ state taxes by December 31st.
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E.
Executive Committee

1. The Executive Committee may, as permitted by the By-Laws, conduct necessary business in between regularly scheduled meetings of the Association.

2. The Executive Committee may approve expenditures of up to $250 for items or activities between regularly scheduled meetings if such approval is necessary due to time constraints or limitations.  All approvals must be reported to the membership at the next regularly scheduled meeting.  Procedures for approval of expenditures between meetings are listed in this manual under Section VII - Budget and Financial Procedures.

3. A majority vote of the Executive Committee is necessary to approve any proposal being considered by the Committee.

4. The other officers of the Executive Committee must communicate on a regular basis with the President about their duties and responsibilities to keep the President informed about Association activities.

5. The Executive Committee will review the Procedures Manual on a yearly basis and make recommendations to the membership regarding changes.

III.
Committee's/Chairpersons:


Committee Chairpersons

1. The responsibilities of the committee chairpersons are to:

a. Conduct their committee meetings.

b.
Inform the President of all meetings scheduled and of actions taken or plans approved by the committee, including but not limited to solicitations for contributions for any BCSHA event, changes to activities already planned and/or approved, and any additional monies required.

c.
Inform their committee members of financial procedures for reimbursement and review and follow the Budget approved for their committee's activities.  

d. 
Deposit all collected monies over $50 with the Treasurer on a weekly basis.

e.
Maintain a committee notebook/file that contains:

1. Names, email addresses and phone numbers of all committee members.

2. Committee description and timeline/schedule for completion.

3. All committee reports and correspondence.

4. Copy of current Budget, By-Laws and Procedures manual.

f.
Consult with the President on the appointment of members to the committee.

g.
Give a written or oral report to the members at each regularly scheduled meeting in order to keep the membership informed of the committee's activities.

h.
Attend the yearly budget meeting.

i.
A chairperson may hold a position for no more than two (2) consecutive years for the same committee with the exception that the position cannot be filled.

j.
Chairpersons must be members in good standing of the BCSHA.
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2.
Procedure for random selection of room parents:

a. BCSHA will send home a letter on the first day of school requesting volunteers.  Interested parents must have their request sheet in by the deadline on the letter.  In order to qualify as a Room Parent Captain you must be an active member of BCSHA, in good standing (defined as having no outstanding debt).  You may be selected as Room Captain up to once per group.  The groups are defined as Pre-K through 4th grade and 5th grade through 8th grade.  You may not be a room captain for more then one class within each designated group.  All valid requests will go into an open lottery according to the designated homeroom teacher.  The names will be drawn and recorded. The room parent chairpersons will notify the parents and teachers.  Selected room parents will be given a list of expectations/duties.  

IV.
MEETINGS:

A. 
At least four regular meetings will be scheduled during the school year.  The Executive Committee will make up the schedule and will inform school administrators of the dates and times. 

B. 
The Agenda will be planned by the Executive Committee and copies will be available for each member.  Any member who has business for the Association must contact the President in advance of the meeting to be included on the agenda.

V. 
ELECTION AND VOTING PROCEDURES:

A.
Elections will be held every other year during the month of May.

B.
In February before the scheduled elections, the Vice President will notify the members of BCSHA of upcoming elections for the executive committee. The nomination and election process can be handled by the current officers, as long as they sincerely attempt to be unbiased and open to new nominees.  This executive committee will solicit candidates to run for election to each of the officer positions and will present the slate of candidates to the membership in May for election.  

C.
The chairperson of the Room Parent committee will serve as the Election Officer and conduct the balloting at the meeting.  Voting shall be done by casting written ballots.  At a time during the May meeting designated in advance by the President, additional nominations for all officer positions will be accepted.  Once the President closes nominations, the Election Officer shall conduct the balloting.

D. 
Two members of the membership will serve as tellers to distribute, collect and count the ballots under the supervision of the Election Officer.  After a reasonable time, the Election Officer will declare the balloting completed and all voting will be finished.  The tellers will count the ballots and the Election Officer will announce the results of the vote and the President will declare the names of those elected.

E.
 If no candidate has received a majority of the votes cast for any office, the two with the highest number of votes for each or any office will be placed on the ballot again for another vote.

F. 
The ballots cast will be retained by the Election Officer for thirty days in case of any question or challenge to the election.

VI.
INSTALLATION AND TRANSITION PROCEDURES:

A. 
Elected officers will be installed at the last meeting of the school year or, in the event that there is no regular meeting scheduled in June, at the end of the school year.  The incoming President will choose someone to serve as Installation Officer and that person will conduct the installation.

B.
In order for a smooth transition, current and elected officers will meet after the election and before the installation to decide on a transition process for the transfer of Association files and for an orientation to the duties of officers.  This transition must be completed before the elected officers take office on the last day of the school year.
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C.
Every attempt should be made to have a meeting with the elected officers, current officers and the school administrators before the end of the school year to aid in the transition process.  The outgoing President should make the arrangements for this meeting.

VII.
BUDGET AND FINANCIAL PROCEDURES:

A. 
Any expenditure included in the adopted budget of BCSHA is considered approved by the membership unless the amount needed exceeds the amount listed.  All expenditures above the line item amount approved must be approved by the membership.

B. 
All contributions and funding are contingent on available monies within the BCSHA treasury and will be decided on an item-by-item basis.  Expenditures to pay for any request in one year do not obligate BCSHA to fund the same contribution, activity or program each year.

C.
BCSHA will fund activities, events and programs that complement or add to the overall educational program at Berlin Community School.  Therefore, requests for funding of athletic equipment or uniforms, educational supplies, materials, events or activities which are part of the basic educational program at BCS should first be directed through school channels and be included in the budget of the school district.  BCSHA will consider all requests according to the following procedures:

1. All requests from teachers, staff or administrators will be made in writing to the President on a form provided by BCSHA.  The President may contact the person requesting the funding to gather as much information as possible about the request or delegate this to another officer or member.

2. The President will discuss the request with the Principal and then bring the request to the Executive Committee.  The Executive Committee will make a recommendation to the membership at the next regular meeting.

3. The membership will vote to approve or deny the request.

4. 
If the request for funding is needed in between regular BCSHA meetings due to extraordinary circumstances or a severely time-limited restraint, the Executive Committee may approve the request if the total amount of money needed is $250 or less.  If the amount needed is more than $250, the Executive Committee may call a Special Meeting to consider the funding if a majority of the Committee is in favor of approving the request.  If a majority of the Executive Committee is not in favor of the request, it will be brought to the membership at the next regular meeting.

5.  
A statute of limitations will be placed on all approved requests.  The recipient will have one year to use his/her funds once the association approves the expense.

6.  
Considering that the membership breakdown of the organization changes from year to year, there will be no financial commitment that has to carry over to a new group of people.  The organization can not make a commitment that goes further into the future then one year at a time.

D.
BCSHA will make contributions for the following reasons and the Treasurer upon the approval of the Executive

Committee may disburse these funds:

1. In the event of the death of a BCS student or the death of a BCS student's parent, BCSHA may contribute $100.00 for a savings bond or another appropriate means to note the event.


.

2.
In the event of the death of a BCS employee or a BCS employee's spouse or child, BCSHA may


contribute up to $50 for flowers or another appropriate means that note the event.

3. 
In the event of the retirement of a BCS employee, BCSHA may contribute up to $50 for an appropriate gift to mark the occasion.

4.
In extraordinary circumstances involving a BCS student or employee, the Executive Committee may


recommend a larger donation for that student or employee to aid in their situation. The membership must


approve these recommendations.
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E.
To mark the accomplishments of BCS's various student teams, BCSHA may donate $25 per student, up to a maximum of $800.00 for the purchase of team jackets or other appropriate items when a sports team is the district champion.

F. 
For other teams representing the school in academic, musical or other events or winning competitions, BCSHA may donate $25 per student, up to a maximum of $800.00 to sponsor their participation or mark their accomplishments.

H.
General Financial Procedures:

1.
Checks received in payment for BCHSA goods or activities should be given to the Treasurer on a weekly basis and deposited as soon as possible into BCHSA accounts.

2.
In the event of a check being returned due to insufficient funds, the Treasurer will contact the person involved (by phone or by certified mail) and notify them of their outstanding debt.  That person will reimburse all service fees charged by BCSHA’s bank.

3.
If a second check is returned or the same check is returned a second time, no more checks will be accepted during that school year from that person.

4. 
All service fees charged to BCSHA accounts are the responsibility of the person whose check was 
returned and must be paid in cash to BCSHA before any goods purchased will be released to that person.

5. 
All requests for reimbursement must be accompanied by a receipt.  If monies are needed in advance, the check may be issued provided that the amount is included in the current budget and the receipts must be turned into the Treasurer within one week.

6. 
All requests for reimbursement must be submitted by the committee chairperson to the Treasurer.

I.
Budget Preparation and Approval:

1. 
Each chairperson of a committee and each officer will prepare an estimated budget of expenses and anticipated income for their area and submit it to the Executive Committee in May.  This proposed budget will be on a standard form and will list each area or line item that the committee or officer anticipates needing funding for during the next school year.

2. 
The Executive Committee will schedule a budget meeting open to all committee chairpersons and will review all submitted budget forms and prepare a proposed budget for the following school year's activities.  New activities or committees will each have a budget worksheet.  This proposed budget will be presented to the membership at the first meeting of the school year for approval.


3. 
Once the budget is approved, any expenditure over the allotted budget amount must be approved by the membership.

4. 

Incoming Committee Chairpersons will receive a copy of the budget sheet for their committee.

J.
Audit Committee:

1. 
Each year in June, the President will appoint two Association members to review the Associations’ accounts. This audit will be conducted by July 30th and a report will be submitted to the membership at the first regular meeting in the fall.

2. 
No member of the Executive Committee may serve on the Audit Committee.
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VII. A.   Insurance and Indemnification Procedures:

1. 
The insurance policies should be reviewed each year by the Treasurer to ensure that the policies continue to meet the needs of the Association for coverage.


2. 
The mailing address for any policies should be the Treasurer's home address; however the 



Association's address should be listed as the School.  For crime and burglary coverage, the Treasurer's 


home address should be listed in the policy.

3. 
The Treasurer will keep all documentation.

4.
In the event BCSHA must hire an outside party for the use or rental of a piece of equipment or other product, including, but not limited to, a "moon bounce" "dunk tank", trailer or other vehicle, etc., the outside party must first supply a copy of a valid liability insurance policy or certificate of insurance.  The policy will be obtained by the appropriate chairperson or individual organizing the activity and will be forwarded to the Executive Committee for review prior to entering into any agreement with the outside party.
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