BYLAWS OF THE
PARENT VOLUNTEER ASSOCIATION
OF
NORTH RALEIGH CHRISTIAN ACADEMY

ARTICLE I. NAME

The name of the organization shall be Parent VekmAssociation (PVA) of
North Raleigh Christian Academy.

ARTICLE Il. AUTHORITY STRUCTURE

The Parent Volunteer Association shall operate uikde guidelines set forth by the
Board of Governors under the authority of the Sunpendent.

The Superintendent has assigned Administration'siddees and the Parent and Alumni
Services Director in the following roles as thelate to PVA:

Section 1. Administration’s Designees

The Administration’s Designees will be the ElenaeptPrincipal and the Middle
School Principal, who will serve in an advisorypaaity as voting members of the
Executive Committee.

Section 2. Parent and Alumni Services Director

The Parent and Alumni Services Director will seagea single point of contact
for PVA with regard to all daily operations angsrvision. The Parent and
Alumni Services Director will be a non-voting meenbof the Executive
Committee and will coordinate PVA matters with Aidmatration and other
NRCA volunteer organizations as well as provideegal counsel.

ARTICLE Ill. MISSION STATEMENT

PVA shall exist to coordinate and provide parernumteer services that serve the school
community for the purpose of Kingdom education.

ARTICLE IV. POLICIES

Section 1.

The PVA shall be noncommercial, interdenominaticaral nonpartisan. No commercial
enterprise and no candidate shall be endorsed Ngither the name of the organization
nor the names of its officers in their official eajties shall be used in any connection
with a commercial concern or with any partisannesé or for any purpose other than the
regular work of the organization.
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Section 2.

Upon the dissolution of this fellowship, after pagyior adequately providing for the debts
and obligations of the PVA, the remaining assetdl &te distributed to North Raleigh
Christian Academy.

ARTICLE V. MEMBERSHIP

The membership of this association shall includiealents and/or legal guardians
having children in North Raleigh Christian Academy.

ARTICLE VI. OFFICERS AND APPOINTMENTS

Section 1.
Each officer of this association shall be a paoceriégal guardian of a current student at
NRCA.

Section 2. Officers and their Appointment
a. The officers of this association shall consighe President, two Vice-
Presidents (a Vice-President for Middle and High&l and a Vice-President
for Elementary School), Secretary, and Treasufée term of office shall be
from July 1 to June 30.

b. The PVA Executive Officers shall serve a onaryerm. A person shall be
eligible to serve up to two consecutive termshm$ame office. See ArtickdV

for the appointment process. During time of sgxyan Officer may not serve as
a committee chair and/or grade level coordinator.

Section 3. Vacancies

A vacancy occurring in any office shall be filleat the unexpired term. The President
may recommend a candidate to the Executive Comenitte will be asked to approve
this interim appointment.

Section 4. Removal from Office

Officers may be removed from office for failuregerform duties or conduct
inappropriate for leadership. An officer may be oxed by recommendation and/or
approval of the Superintendent.

ARTICLE VII. DUTIES OF OFFICERS

Section 1. President

The President shall:
a. Preside over all PVA meetings and conduct tfzérs of the PVA and the
Executive Committee in a manner consistent wighatithority and responsibility
pertaining to this office.
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b. Serve as the PVA liaison to the general menhigefer the Parent and Alumni
Services Director and the Superintendent.

c. The President shall be responsible for progdin annual report at the PVA
Spring Meeting (see Atrticle XllI, section 1) on #igairs, accomplishments and
financial standing of the PVA to the general membip, Superintendent, and the
Parent and Alumni Services Director.

d. Schedule, give notice, prepare agenda anddereser all PVA general
meetings, Executive Officers’ meetings, and ExeeuCommittee meetings.

e. Oversee the officers and their responsibilities

f. Oversee committees indicated in the attachgdrozational chart, (See
Attachment 1), by making contact at the beginrohthe year with the appropriate
committee chairs, introducing yourself and infanghthem you are the contact
person for their committee.

g. Appoint a financial review committee each spras stated in Article XIllI,
Section 2.

Section 2. Vice President (Vice President for Eleemtary and Vice President for
Middle/High)
The Vice President (Elementary and Middle/High)lisha
a. Preside at all meetings in the absence of tb®id&nt and assume duties
delegated by the President.

b. Oversee committees indicated in the attachgdnizational chart, (See
Attachment 1), by making contact at the beginrohthe year with the appropriate
committee chairs, introducing yourself and infanghthem you are the contact
person for their committee.

Section 3. Secretary

The Secretary shall:
a. Record accurate minutes of the PVA generalimgetExecutive Committee
meetings, or other PVA meetings as requested. SEeeetary is responsible for
obtaining minutes and charged with retaining etlarded minutes fopermanent
retention. Copies of the minutes shall be suleahito the Parent and Alumni
Services Director. Copies of the Executive Corterimeetings shall be
submitted to NRCA'’s Business Manager at closdnefsichool year for auditing
purposes. The minutes shall be open to publiewety the general membership.

b. Keep a current copy of the Bylaws for refereacd present annually for
amendment.
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c. Oversee committees indicated in the attachgdnizational chart, (See
Attachment I), by making contact at the beginroh¢he year with the appropriate
committee chairs, introducing yourself and infanghthem you are the contact
person for their committee.

Section 4. Treasurer

The Treasurer shall:
a. Maintain all Association financial records arsure integrity of the
accounting systems through an annual financiaévecommittee each spring as
stated in Article XllI, Section 2.

b. Receive all the monies of the association kepepn accurate record of

all receipts, expenditures, returned checks, atitbaizing payment of funds only
as approved by the Executive Officers and in caatpmn with the financial
guidelines provided by NRCA'’s Business Managell.ré&urned checks received
by the association will result in a returned chelkrge that is consistent with the
financial guidelines provided by NRCA'’s Businesamager and/or
Administration.

c. Prepare and present a financial report at peegting of the Executive
Committee and at other times when requested. Atlhpand annual financial
report shall be provided to the Business ManagdrRarent and Alumni Services
Director.

d. Oversee committees indicated in the attachganizational chart, (See
Attachment 1), by making contact at the beginrohthe year with the appropriate
committee chairs, introducing yourself and infanghthem you are the contact
person for their committee.

ARTICLE VIIl. STANDING COMMITTEES, SPECIAL COMMITT  EES,
GRADE LEVEL COORDINATORS

Section 1. Standing Committees, Special CommittegSrade Level Coordinators
and their Appointments
a. The PVA Executive Officers may create suchditapcommittees as
deemed necessary to promote the objectives angaathe work of the
Association.

b. Standing committee chairpersons shall be apgaioy the Executive Officers
with approval from the Administration’s Designees.

c. Special committees may be chaired by individhairpersons who will be
appointed by the PVA Executive Officers. Sincgacsal committee is created
and appointed for specific purposes, it autombyicges out of existence when
its work is completed and its final report is reeel.
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d. Standing and special committee chairpersona@yeinted for a one year term
and are eligible to serve up to two consecutimasen the same position. In the
event a new chairperson is not appointed for tlisequent school year, the
existing chairperson is eligible to be appointedan additional term as stated
forth in these guidelines.

e. Grade Level Coordinators are appointed forey@ar term and are eligible to
serve up to two consecutive terms in the sameegeaa! position. In the event a
new grade level coordinator is not appointed liersubsequent school year, the
grade level coordinator is eligible to be appadirfier an additional term as stated
forth in these guidelines.

Section 2.
Each committee shall have one Executive Officevesar an ex-officio capacity.

Section 3.
Any member in good standing with the PVA may voéertto serve on a standing or
special committee. The chairperson of that conemittill solicit volunteers for service.

Section 4. Vacancies
Executive Officers, with the approval of the Adnsination’s Designees, shall appoint a
committee chairperson in the event of a vacancinduhe unexpired term.

Section 5.

Any Chairperson may be removed for failure to penfaluties or conduct inappropriate
for leadership. A chairperson may be removed byP¥A Executive Officers and the
Administration’s Designees with approval from the8rintendent.

ARTICLE IX. DUTIES OF STANDING AND SPECIAL COMMITT EES
See Attachment Il

ARTICLE X. PVA EXECUTIVE OFFICERS

Section 1.

The PVA Executive Officers shall consist of thegtdent, Vice President for Middle and
High School, Vice President for Elementary Sch&ecretary, and Treasurer.

Section 2.

Meetings of the Executive Officers shall be helcewldeemed

necessary by the President, or by a majority ohteenbers of the committee.

Section 3.
A majority of the Executive Officers shall constéwa quorum.
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ARTICLE XI. PVA EXECUTIVE COMMITTEE

Section 1.

The PVA Executive Committee shall consist of theAFBkecutive Officers, the
Administration’s Designees, and the Parent and Aluservices Director (in a non-
voting capacity) as defined in Article Il. Althoghe Administration’s Designees and
the Parent and Alumni Services Director are not FBB%&cutive Officers, they are
required to provide input on an as needed bagtset® VA Officers to assist with the
vision and future direction of the PVA.

Section 2. Duties
a. The PVA Executive Committee shall assess tedsief the school by priority
and feasibility and maintain a list of project posals to be financed with PVA
funds. It shall make decisions about ongoing fiomst of Committees, and help
plan general PVA meetings.

b. All members of the PVA Executive Committee aaguired to attend meetings
unless excused in advance by the President.

Section 3. Meetings

Meetings of the PVA Executive Committee will beledlby the President or by any
member of the Executive Officers. There shall béess than 2 meetings per semester.
Once per semester, the PVA Committee Chairperdaaiklze invited to attend in a non-
voting capacity.

Section 4. Quorum
A quorum shall consist of 51% of the PVA Committeembers.

ARTICLE Xll. MEETINGS OF THE GENERAL MEMBERSHIP

Section 1. Bi-Annual Meetings

The PVA shall hold two general meetings each yedFfall Meeting and a Spring
Meeting. The purpose of the Fall Meeting is teadtice new programs approved by the
Executive committee and have additional sign-upsi&v and existing committees. The
purpose of the Spring Meeting is to present anrefarts, present new Officers, and
solicit volunteers to serve on committees for thléoving year.

Section 2. Special Meetings
With prior notice, special meetings may be calletha discretion of the President or
PVA Executive Committee.

Section 3. Voting
Voting shall be by simple majority of those in atience.
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ARTICLE Xlll. FISCAL POLICIES

Section 1. Fiscal Year
The fiscal year shall be from July 1 to June 30.

Section 2. Review

The Association’s financial records shall be exadiannually by a reviewing

committee of not less than two members in addifoany executive officers present as
well as the business manager. The reviewing coreewtill examine the records for
accuracy, supporting documentation, and complismstandard accounting practices. |If
the review is in compliance, the review committeallssign and submit a statement of
compliance. If the review has findings, then aguation plan must be submitted
outlining the findings and the specific dated planbringing the findings into
compliance. Once the mitigation plan has beesfsadi, then the review committee shall
sign and submit a statement of compliance.

The review committee shall be appointed by theiBeas. They shall complete their
review at least 2 weeks prior to the spring PVAggahmeeting. The review committee,
as well as the Treasurer, shall work in full coapien with the Chief Financial Officer of
North Raleigh Christian Academy, adhering to ancespect of financial policies and
guidelines defined by the finance department.

Section 3. Disbursements of Funds
a. Expenditures of PVA funds and reimbursemerdd ble set forth in an
annual budget. This budget shall be approvedhéysuperintendent. As
PVA is not a fundraising organization, there sbhallno more than $5,000
remaining in the PVA account at the end of eastali year, with overages
disbursed to NRCA programs that will be determiaethe final Executive
Committee Meeting of each school year. Requestalf operational
disbursements shall be approved by the Presideequests for operational
reimbursements shall be submitted to the Treasuréttachment VI —
PVA Request for Reimbursement form.

b. When a need arises for the PVA to disbursedudadnon-operational
purposes, the following process shall be followed.

1) Requestors research necessary information and etartple
“PVA Funding Request” form with justification foufds, and
deliver the request to the appropriate Administratdesignee.
(See Attachment Il — PVA Funding Request form)

2) The “PVA Funding Request” form, with justificatidar funds,

should be submitted by the Administrative Desigteethe PVA
Executive Committee for review and approval.
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3) The PVA Executive Committee will meet to reviewshe
requests. The appropriate Administrative Desigifebese
funds will present the justification for the requisthe
committee members. The committee will review thguest
based on alignment of the request to the PVA nmisaral the
availability of funds.

4) If approved by the Executive Committee, the reqiseten
forwarded to the School Superintendent for appro¥fal
approved by the Superintendent, the request isftrerarded
to the PVA President to be fulfilled. If not appeal by the
Superintendent, reasons for disapproval will be momicated
to Parent and Alumni Services Director, the Pregidéthe
PVA, and the appropriate Administrative Designé&éae
President shall inform the PVA Executive Commiibé¢he
final decision at the next PVA Executive Commitkéeeting.

c. All checks require at least two of the follogisignatures: Treasurer, President,
Vice-President for Middle and High School, ViceeBident for Elementary
School, or Secretary.

d. Daily operational expenditures will be handie@ccordance with the current
PVA budget through standard accounting methodaactices under the
direction of the PVA Executive Officers.

ARTICLE XIV. PVA EXECUTIVE OFFICER, COMMITTEE CHAI RS, GRADE
LEVEL COORDINATORS NOMINATION AND ELECTION

PVA Executive Officers shall consist of the Presig&/ice Presidents of Elementary,
Middle and High School, Secretary and Treasureno#ice will be sent out in February
to the eligible PVA Officers, Committee Chairs, &achde Level Coordinators asking
their intentions for the subsequent school yeano#fice will be sent out by March to the
general membership requesting volunteers for opék Bxecutive Officers, Committee
Chairs, and Grade Level Coordinators. The PVA EttieelCommittee shall review the
names received and submit the list to the Supewiatet for approval and/or additional
recommendations. The PVA Executive Committee wate on the nominees and extend
an invitation to serve.

In order to be eligible for nomination, a persoalkhe:
 amember as defined in Article V
* amember who demonstrates qualities of spiritudauntg
 a member who demonstrates a concern for the suct#dss Parent Volunteer
Association at NRCA

 amember who is in agreement with and supporteptiilosophy, doctrine, and
administrative structure of the school
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 amember who has given their consent and dessert@ if an invitation is
extended.

* amember who has actively served in any voluntapacity for at least one year.
This includes, but is not limited to, serving a®am parent, grade level
coordinator, and/or committee chair.

ARTICLE XV. AMENDMENTS OF BYLAWS AND ATTACHMENTS

Section 1

Amendments to the Bylaws and Attachments may beerbgich vote at any Executive
Committee meeting. Prior to a vote, all proposeg@dment changes must be reviewed
and approved by the Superintendent.

Section 2

Robert's Rules of Orders, Newly Revisddhll be the parliamentary authority for all
matters requiring a vote.

ARTICLE XVI. ACTIVITY GUIDELINES

PVA will provide various student activities in acdance with the guidelines set forth in
Attachments V and V1.
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Attachment |
PVA Organizational Chart

Superintendent I

| |
Parent and Alumni Services Director NRCA Business Manager I """""""""""" 1

* Grade Level Coordinators

- * New Parent Coffee
President « New Family Welcome
Program
Vice President Vice President Secretary Treasurer

Elementary

Middle & High School

VP Elementary

* Book Fair

* Hospitality Closet

» Specials Volunteers

VP MS/HS * Appreciation * Retail &
» After School Café Banquets Redemption

* School Supply * Back-to-School * The Armory
Packs Reception
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ATTACHMENT I
DUTIES OF STANDING AND SPECIAL COMMITTEE CHAIRS

Section 1. After School Café Chair

The After School Café Chair shall oversee the istgff volunteers who will supervise
students, the purchase of goods, and the recdramliaf funds. This chair shall report to
the appropriate PVA Officer as indicated in the P@Aganizational Chart.

Section 2. Armory Chair

The Armory Chair shall be responsible for oversgéime daily operation of the school
store, including coordination of staffing volunted¢o open and close the store daily,
maintaining the stock, setup at some of the hom€ARarsity football games, and
assisting the PVA Treasurer with reconciliatiordafly sales. This chair shall recruit,
train, and schedule the volunteers. This chaill sbport to the appropriate PVA Officer
as indicated on the PVA Organizational Chart.

Section 3. Back to School ReceptioGhair

The Back to School Reception Chair shall be resptsn#or the food table at the
receptions held during Kindergarten Parent OrigmtaElementary Open House, and
Middle and High School Open House. This includesiping and purchasing the food,
drinks and paper products as well as decoratindpibe table. This chair shall report to
the appropriate PVA Officer as indicated on the PO#ganizational Chart.

Section 4.Book Fair Chair

The Book Fair Chair shall work in cooperation witle Media Specialist in overseeing
volunteers and staffing of the School Book Faihe Media Specialist shall select a
vendor and work with the PVA & Alumni Services Oiter to schedule the date of
operation. Tasks may include, but are not limttgctoordinating setup, helping students
with selection, and assisting with the sale anfilliuent of orders. The Book Fair chair
shall report to the appropriate PVA officer as aaded in the PVA Organizational Chart.

Section 5.Grade Level Coordinators

The Grade Level Coordinator is the primary liaib@tween the PVA and the grade level
lead teachers. The coordinator will distribute P&f#&d other pertinent grade level
information to the Middle School and High Schooteds directly and the Elementary
parents via the room parents. The coordinatol séabrt to the appropriate PVA Officer
as indicated in the PVA Organizational Chart.

Section 6.Hospitality Closet Chair

The Hospitality Closet Chair maintains the suppliesded for receptions and school
events. This chair will receive and fill requestslde responsible for ensuring that
borrowed items are returned in the appropriate amekin proper condition. This chair
shall report to the appropriate PVA Officer as caded in the PVA Organizational Chart.
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Section 7.New Family WelcomeChair

The New Family Welcome Program Chair shall be rasjiide for organizing this
program as a way of welcoming new students and tamiilies to North Raleigh
Christian Academy. The chair shall work with th@PBipals in the development of the
program at each grade level and shall report tapipeopriate PVA officer as indicated
on the PVA Organizational Chart.

Section 8. New Parent Coffee Chair

This New Parent Coffee Chair shall be responsim@fganizing the refreshments and
decorations for a spring coffee for parents of stusl newly accepted at NRCA. This
chair shall work with the Parent and Alumni Sergi€@3rector in regards to the
invitations for the new families and shall reparthe appropriate PVA officer as
indicated in the PVA Organizational Chart.

Section 9.Retail and Redemption Chair

The Retail and Redemption Chair shall be respoasthbthe NRCA community for the
publicity and management of the Retail and Redean®rograms, including, but not
limited to, grocery store links, box tops, and Trgards. This chair shall report to the
appropriate PVA officer as indicated on the PVA @rgational Chart.

Section 10. Staff Appreciation Buffet Chair

The Staff Appreciation Buffet Chair shall organthe events, make arrangements for
food and decorations, and the preparation andllision of invitations. The chair shall
assign volunteer duties and supervise the everingnaure service runs smoothly. The
chair shall be responsible for all setup and clpaftis chair shall report to the
appropriate PVA officer as indicated on the PVA @rgational Chart.

Section 11. Supply Packs Chair

The Supply Packs Chair is responsible for coordhgagrade level supply lists from lead
teachers for administrative approval, distributamgl collecting order forms for grades 1-
8, reconciling orders and submitting final orderwémdor. This chair shall report to the
appropriate PVA officer as indicated on the PVA @rgational Chart.

Section 12. Specials Volunteers

The Specials Volunteers is a list of parent volargecollected at the Back-to-School
Reception to assist teachers with special one-tiveats, projects, and/or tasks
throughout the school year. The appropriate PVAc&(f will be the liaison between the
teachers requesting help and the Special Voluntegre Specials Volunteers shall report
to the appropriate PVA officer as indicated onBh&A Organization Chart.
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ATTACHMENT Il

PVA Funding
Request Form

Requestor Name: Date Submitted:

School: __ Elementary ___ Middle School ___ High School Date Needed:

Specific grade or group that will benefit from this request:

Number of students served by this request:

Item requested (only one item per form):

Description/Justification for this request (attach any additional info as required):

List information on the various price quotes you have received for this request (attach
additional information as needed):

Supplier/Vendor Cost Comments
1)
2)
3)
Has this item already been ordered or bought? _ Yes_ _ No
Is this purchase a replacement for a currentitem? ___ Yes ____ No
What is the projected useful life for the requested item? __ Years
Rank the importance of this item to your program 1 2 3

on a scale of 1 through 3 (1 being the most important)

Approvals

Requestor:

PVA Exec. Committee:

Parent and Alumni
Services Director:

Superintendent:
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ATTACHMENT IV

PVA Check Number

NORTH RALEIGH CHRISTIAN ACADEMY
PARENT VOLUNTEER ASSOCIATION

Request for Reimbursement Form

Person to be Reimbursed

Phone Number

Reason for Expenditure

Amount to be Reimbursed $

COPY OF RECEIPT SHOULD BE ATTACHED

Signature of Requestor

Approval Signature

(Current NRCA Executive Officer/Position)

Date Paid

(Current NRCA-PVA Treasurer Sign & Date)
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ATTACHMENT V

Kindergarten-5" Grade Guidelines for Youth Activities On and Off Campus

PowpbPE
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11.

12.

13.

Activities should be during the calendar schoolryeae per semester.

At least one faculty member per class should bseprte

There should be at least one chaperone for evetydents.

Dress code should be appropriate for the activlBghool dress code should
be followed unless the activity has a pre-apprastehge in dress code by the
respective principal.

All youth activities should be submitted to the Hedeacher for initial
evaluation. If accepted, the lead teacher will nsiibto the Elementary
Principal for final approval.

Upon approval, a facility request should be fileg the lead teacher two
weeks in advance through their respective prind@al Campus ONLY).
Transportation is the responsibility of the studeartent to and from these
after-school events.

Activities should not be planned on Sundays or Weday nights.

Youth activities may not be swim parties or dances.

Music should be pre-approved by the grade leveheaif used at an activity.
Music should be in accordance with the philosopliy North Raleigh
Christian Academy.

Students should know the pick-up time for an atstiviFaculty or chaperones
must remain until all students have gone home.

Faculty and chaperones should have students uhder qupervision at all
times. Students should not be allowed to comegand

Steps to take for planning an activity: (1) Deterenthe type of activity and
tentative dates, (2) The elementary grade levedl [eacher will secure
approval by the principal for the activity and ange of facilities. Upon
approval, on-campus events are placed weekly osdheol master calendar.
(3) To communicate your grade-level activity, cattdne Parent and Alumni
Services Director.
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ATTACHMENT VI
6"-12" Grade Guidelines for Graded Youth Activities On orOff Campus

Activities should be during the calendar schoolryeae per semester.

At least two faculty members should be present.

There should be at least one chaperone for evesyutients.

Dress code should be appropriate for the activiBghool dress code should be

followed unless the activity has a pre-approvedngeain dress code by the

respective principal.

5. All youth activities should be submitted to the &nt Life Director for initial
evaluation. If accepted, the Student Life Directdd submit to the Middle
School or High School Principal for final approval.

6. Upon approval, a facility request should be filet tweeks in advance by the
Student Life Director (On Campus ONLY).

7. Transportation is the responsibility of the studasatent to and from these after-
school events.

8. Activities should not be planned on Sundays or Wésday nights.

9. Youth activities may not be swim parties or dances.

10.Music should be pre-approved by the Student Lifiee@or if used at an activity.
Music should be in accordance with the philosophyorth Raleigh Christian
Academy.

11. Students should know the pick-up time for an atgivi Faculty or chaperones
must remain until all students have gone home.

12.Faculty and chaperones should have students uneliersupervision at all times.
Students should not be allowed to come and go.

13.Steps to take for planning an activity: (1) Deterenithe type of activity and

tentative dates, (2) The Student Life Director valtcure approval from the

Superintendent for the activity and any use oflitees. Upon approval, on-

campus events are placed weekly on the school masiendar. (3) To

communicate your grade-level activity, contact Berent and Alumni Services

Director.

PowpbdPE

NRCA PVA Bylaws March 25, 2010 Final p. 16 of 16



