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Murdoch Middle School Community Association
Official Policies and Procedures

I. Policy For Approval Of New Fundraisers/Allotment Of Monies Raised

[Approved July 13, 2004]

· New proposals for fundraisers must be approved in writing by the MMSCA officers before being scheduled by a chairperson.  

· Ideas may be presented by the proposed chairperson at an MMSCA meeting, or presented to the Fundraising Chair, who will then present the idea to MMSCA.

· Information needed before receiving approval includes % profit to be received, time frame of fundraiser, any up-front cost/obligation of MMS (including s/h or delivery fees), any minimum purchase requirement, vendor contact info, all vendor contracts for review (should be signed by Fundraising Chair- not event chairperson), details about space requirements etc.(room size, need for clean up, tables, special equipment or supplies etc.).  If the proposed chairperson has a proposition of how monies raised should be spent, or a specific purpose for the fundraiser, it should be presented at this time.

· Monies are not to be allotted by chairperson of the fundraiser.  Allotment of monies raised is to be determined at an MMSCA meeting by vote of MMSCA executive officers.  Approval must be received from MMSCA officers before any money is committed for expenditure.

· All cash/check transactions must go through the MMSCA bank account

· MMSCA will not endorse any fundraiser that has not received prior approval.

· Upon approval, names and phone numbers of volunteers will be provided by the Volunteer Coordinator to the chairperson.  The chairperson is then responsible for scheduling the necessary volunteers.

II. MMSCA Officer Resignation Policy

[Approved March 2, 2004]

· The resignation of an elected MMSCA Officer must be presented to the MMSCA Board in writing.  The MMSCA Board will then accept the nominations of candidates to fill the open position.  The MMSCA Board will vote to elect an Officer from the nominated candidates.  Any elected MMSCA Officer may assume the duties of the resigning Officer until the position is filled.   

III. Length of Officers’ Terms

[Approved July 13, 2004]

· The term of each MMSCA officer runs from June 30th following the May elections until June 30th of the following year. The goal is to allow outgoing officers time after the election to resolve any outstanding business before handing over responsibilities to the newly elected officers. This also allows the new officers to start meeting over the summer to plan for the upcoming school year.

IV. Unfilled Officer Positions

[Approved August 9, 2004]

· If a position remains unfilled after the May General Election, the Officers can appoint someone as an Acting or Interim Officer. That position will then be opened up and voted upon at the next General Meeting.

V. Sharing of Officer Positions

[Approved May 31, 2005]

· It is sometimes advisable to allow a position to be shared by two individuals to make the workload more manageable. This is easily done for non-voting positions (e.g. “Library Committee Co-chair”). 

For voting officer positions, only the Parent Advisory Council Chair, Volunteer Coordinator and Fundraising Chair positions can be shared.  

Note that there is only one vote per position at Executive Committee Meetings. Therefore, if a position is shared, one person must serve as the chair and the other as a co-chair. Only the chair has a vote.
VI. Role of “incoming” parents/guardians

[Approved May 31, 2005]

· According to the Articles of Incorporation, membership in the MMSCA is restricted to MMS staff and parents/guardians of students at MMS. In the spring, new families enrolling for the fall are technically not yet members of the MMSCA. Therefore, they may not vote in May elections.

However, they may run for office. In the fall, that candidate will be automatically confirmed pending the actual enrollment of his or her child. The goal of this policy is to foster parental involvement above all else. An additional goal of this policy is to allow a full slate of officers to work over the summer to prepare the year’s budget and events.

