Bishnp' Hayes

Updated May 2008

The name of this organization shall be: Home & School (H&S) Association

The main objectives of this organization shall be:

1. To provide assistance to the faculty, staff and administration as requested
2. Promote Bishop Hayes as an integral part of the Muscatine Catholic Community
3. Promote high staff morale and high levels of school pride by students, staff and parents

4. To solicit member volunteers and raise funds to enable the following expenditures:
e Student field trips approved by BHCS principal
e High school alumni scholarships
e Computer lab maintenance
e Library book maintenance
e Playground toy (balls, jump ropes, etc.) maintenance
e Catholic Schools Week celebration
e Capital improvement and program expenses through an annual budgeted amount for
use at the Catholic Board of Education’s discretion
e Contribute to the Treasures newsletter distributed to the parish
« Fifth grade photography unit, if not paid for through grants
e Christmas gifts for BHCS teachers and staff

— all parents/guardians of Bishop Hayes students, the faculty and administrator are
included

I —meetings will be called by the president and H&S board and the membership will
be notified of the time

decisive action may be taken after a period of discussion by the members and when

voted by a simple majority in attendance. Issues requiring consideration by the entire H&S
Membership will be voted on by ballots at the discretion of the H&S Board.
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+H $ ! — written correspondence to families will be sent home through the
weekly school folders. Written correspondence includes but is not limited to any meeting
minutes (committee reports, board report, administrative and teacher reports, etc.) and financial
statements.

i — officers shall be elected from members of the association at the last meeting and shall
be: president, vice president, secretary and treasurer. Officers may not maintain simultaneous
positions on the Catholic Board of Education, Parish Council or Parish Finance Committee.

& — terms of office shall be for one year with the exception of treasurer and secretary,
which will carry 2-year terms. As much as possible, the treasure and secretary terms shall be

staggered to maximize the experience of the board.

Vacancies shall be filled by a special election except in the case of the president, in which case
the vice-president shall move and a new vice-president shall be elected by the membership.

- % %%

e Define agenda and preside at meetings
e Organize childcare for meetings
e Oversee all committee activities (see Article VI)
e Be excluded from all committee work
e Oversee scholarship selection (see Article VIII)
C !
e Assume duties during absence of the president
e Be prepared to serve as president the following year
e Catholic Schools Week Organizer
e Coordinate contribution to Treasures newsletter

e Keep and report minutes of meetings
e Handle all Association correspondence

* Empowered to sign checks
e Collect and disburse funds
e Record and report finances
e Prepare and present a financial statement at each meeting

The Home & School board and shall:

1. Coordinate the financial affairs of the association

2. Prepare and present a tentative budget consistent with the school year schedule for the
next school year with final approval by a vote at the last meeting of the school year
Plan and coordinate expenditures and goals with the administrator
Arrange for a review of the association books annually
Present a financial report at the end of the year
Select scholarship recipients (see Article VIII).
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Home and School programs will include those listed below. Additional programs or activities
may be added per vote of the members prior to the approval of the year’s budget:

1. Bishop Hayes Ball — two-year commitment. The leaders for the Bishop Hayes Ball
will be determined a year prior to their planning year to allow a year for those
volunteers to observe the planning process.

Hayes Hustle / Kids Hustle

Fall Auction and Raffle

Used Uniform Sale

Playground Toy Maintenance

Food donations

Catholic Schools Week — led by Vice President

Nownbkwd

Leaders for these programs, with the exception of the Bishop Hayes Ball and Catholic Schools
Week, remain in place until the current leader is no longer able to commit to the task. When a
leader is no longer available, they are responsible for finding their replacements and presenting
them to H&S for approval. New leaders for these and any additional programs will be approved
at the last meeting of the school year.

"

The donated income is budgeted for zero each year. Often times, we are fortunate to receive
donated items for an event. If we do receive a donation for items, the list of those items and their
values still need to be submitted to the H&S Treasurer. If those items would have otherwise
been purchased and are likely to be necessary for the following year, the value of those items
shall be reflected as both an expense and as Donated income. However, the event won’t be
considered over budget for the amount of these donated items. In this way, H&S is able to
assemble a budget for the next year that will enable to the future chairmen to be successful in
planning a similar program, even if they don’t happen to have access to those donated items.

At the beginning of the year, any account balances in excess of that which is needed to run the
programs for the year will be given to the general funds of the school.

C 8 $ *

Committee chairs to complete the Planning Report (Attachment 1) at the beginning of the year;
the Post-Report (Attachment 2) at the conclusion of the event. Both of these Reports are
presented to and approved by the H&S board.

$ E3 ) E +"

Bishop Hayes Ball Income and Expense
Auction and Raffle Incidental Expenses Only
Hayes/Kids Hustle Income and Expense
Playground Toys Expense Only

Catholic Schools Week Expense Only
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If during the preparation of the Planning Report, the committee chairmen expect that the budget
is not going to be sufficient, a proposal must be made and brought to a vote at a H&S meeting
for approval, before any such funds may be spent or the Planning Report is signed by the Board.

If, as the planning for the event progresses, the budget must be exceeded, a vote of % the H&S
board is necessary before excessive spending occurs unless this deviation is also reflected as an
unbudgeted donation and income beyond the budget.

After the Planning Report is approved, the committee chairs must give oral reports at H&S
meetings until the event occurs. The report is to include the logistics as well as the financial
status. If, for some reason, the chairmen are unable to attend any of the scheduled H&S
meetings, it is their responsibility to ask someone to represent them to give their reports.

C $ 1

Any childcare worker for H&S meetings will sign the Guidelines for Childcare Workers
(Attachment 4).

C

BHCS alumni apply for H&S scholarships through the high school scholarship program (see
Attachment 3). The H&S board members as well as the BHCS principal evaluate applications.
The evaluation will include the student’s academic achievements, their participation in the parish
since their confirmation, their contributions to BHCS as well as their involvement in other
activities. Each person shall submit his or her top three candidates. The two candidates
receiving the most votes will be awarded the scholarships. In the event of a tie, board members
shall vote between the tied candidates.

When the scholarship is presented to the recipient, the winner should be given a letter with
instructions to contact the treasurer to arrange payment to their school.

BHCS H&S - Chairman Planning Report
BHCS H&S - Chairman Post-Report

BHCS H&S — Scholarship Application

BHCS H&S - Guidelines for Childcare Workers
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Bishn;’,"hayﬁ BHCS H&S Chairman School Year:

Planning Report

Event Title: Date:

Educational

Faith Enrichment

. Fundraiser .

Purpose(s): School Program/Building Location:

Social / Entertainment

Other:
Expense Committee/Category Budgeted Expense, $
1
2
3
4
5
6
Total Expenses
Income Committee/Category Budgeted Income, $
1
2
3
Total Income
Net

Total budget approved by H&S Association in previous year
Original budget has been modified and approved by H&S Association
1
" # " $

Committee Chairman Date
Home & School Board Member Date

H&S By-Laws Attachment 1, 5/15/07
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Blshns"'ﬂa?ﬂ BHCS H&S Chairman School Year:
Post-Report

Event Title:

Date:

Number of Participants:

Theme:

Parish Bulletin
School Flier
Religious Ed Flier

Types of
advertising:

Committee Members

Parish Newsletter Local Radio
Diocese Newspaper Local Cable
Local Paper Other

Name

. Position

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Expense Committee/Category

Budgeted Expense, $ Actual Expense, $ Difference, $

1

2

6

Total Expenses

Income Committee/Category

Budgeted Income, $ Actual Income, $ Difference, $

1

2

3

Total Income

Net

Committee Chairman

Home & School Board Member Date
H&S By-Laws Attachment 2, 5/15/07



Guidelines of the
Bishop Hayes Home and School Association
Scholarships
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Bishop Hayes Home and School Association
Scholarship Application Form
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Meeting Date:

BHCS H&S Association
Guidelines for Childcare Workers

1. You must sign this form each time you provide childcare. Hours that you work are
eligible for volunteer hours.

2. All children should be greeted and encouraged to move into the room where they are
being dropped off. This can be a nervous moment for the kids; please be assertive and
encouraging as you welcome them into the group.

3. Babysitting is a very active job. Become involved with the kids as you encourage them
to watch the movie, color, etc. We want this to be a good experience for them. Parents
will not want to bring them back if they aren’t having a good experience.

4. If you are having snacks, be careful that the snacks are appropriate for the children.
Children under one can have very few chewable foods.

5. Please keep all snacks in the designated area (at the tables). Do not allow the children to
carry food around while they play. This makes clean up very difficult.

6. This room must be returned to its original condition. Please make sure that all furniture
is returned to the original position and that all trash is placed in the garbage cans.

7. We will provide blank labels for your use. If children bring their own toys, drinks,
snacks, etc., place a label on the item so that it will go home with the right child.

8. Smile, be friendly, and have fun.
9. Children are to remain in the childcare room until the parent returns to pick them up.
10. If you experience behavior problems with the children, remove the child from the

situation and ask them to wait patiently and quietly while you retrieve an adult. If you
encounter a situation you are unsure of how to handle, get us immediately. Choose one
childcare worker to be the runner and have that person come to the parent meeting.

Please sign below that you understand these guidelines:

Laws Attachment 4, 12/6/06



