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Article | - Name

The name of the organization shall be the Brooklyn School of Inquiry Parent Teacher
Organization or the BSI PTO.

Article Il - Objectives

The BSI PTO is an independent body open to families of all children attending and to all
teachers employed at the Brooklyn School of Inquiry (BSI) PS/IS 686.

Our primary mission is to be involved in, enrich, and improve the educational, emotional, and
social aspects of BSI's students, faculty, and staff. We will be an advocate for our children's
needs as we assist them in reaching their full potential. Our mandate celebrates inclusion,
openness, collaboration, and frequent forums for discussion.

Additionally, we aim to provide support and resources to the school for the benefit and
educational growth of the children; to develop a cooperative working relationship between the
parents and staff of our school; to develop parent leadership and build capacity for greater
involvement; to foster and encourage parent participation on all levels; and to provide
opportunities and training for parents to participate in school governance and decision-making.

We achieve our mission via the following:
» Regular meetings open to and devised for all members of the BSI PTO, no fewer than
nine (9) per school year
+ Atleast two (2) major fund-raising efforts per school year
* Regular written or email communication with all members of BSI community

Article lll - Membership

Section 1 Eligibility

Parents of students currently attending the Brooklyn School of Inquiry are
automatically members of the BSI PTO. Parents include parents by birth or
adoption, step-parents, legally appointed guardians, foster parents, and persons
in parental relation to a child currently attending the Brooklyn School of
Inquiry. Parents of a child who is attending the Brooklyn School of Inquiry full
time while on the register of a citywide program are automatically members of the
BSI PTO. At the beginning of each school year, the BSI PTO shall send a
welcome letter to inform parents of their automatic membership status and voting
rights.

Membership shall be open to all teachers currently employed at the school.

Section 2 Membership Dues / Donations
Donations are not a requirement for membership, voting, or candidacy. Each BSI
PTO member shall be requested to make a voluntary annual donation of $5.00.

Section 3 Voting Privileges
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Section 1

Section 2

Section 3

Each parent of a child currently enrolled at the Brooklyn School of Inquiry shall
be entitled to one vote. Proxy voting or absentee balloting is prohibited. Each
teacher currently employed at the school shall be entitled to one vote. The right
of a member to vote may be limited by the Conflicts of Interest restrictions
outlined in Chancellor's Regulation A-660 (CR A-660).

Article IV — Officers

Titles
The officers of the BSI PTO shall be: President or co-Presidents, (two persons

maximum); Executive Vice President, (one position only); Parliamentarian (two
persons maximum); Vice President or co-Vice Presidents of Communications,
(two persons maximum); Vice President or co-Vice Presidents of Parent
Involvement, (two persons maximum); Co-Vice Presidents of Fundraising, (must
be at least two persons); Recording Secretary or co-Recording Secretaries, (two
persons maximum); Treasurer, (one position only); Assistant Treasurers, (two
positions).

The BSI PTO must elect the mandatory core officers: president, recording
secretary, and treasurer, in order to be a functioning PTO. There shall be no
qualifications for any office other than to be a parent or guardian of a child
attending the Brooklyn School of Inquiry. To accomplish the Board’s goals of
avoiding conflicts and maintaining transparency in its actions and decision
making, members of the same family should not serve on the PTO Board for the
same term.

Term of Office and Term Limits
The term of office shall be from July 1st through June 30th. All parent members
are eligible to run for any office.

Term limits for each officer position for the BSI PTO shall be two consecutive one
year terms. The candidate who has served the maximum number of terms in a
specific officer position may be elected to serve an additional term provided there
is no other interested candidate nominated and willing to serve.

Duties of Officers
Co-Presidents: The position of PTO President must be a shared co-

position with two persons designated as co-Presidents.

The co-presidents shall be the chief executive officers of the BSI

PTO and shall have the general powers and duties of supervision and
management, including authorization to expend BSI PTO money within the limits
set by the BSI PTO discretionary account, with the approval of the Executive
Board. The co-presidents shall have the authority to negotiate and

execute agreements on behalf of the BSI PTO when so authorized by the
general membership. The co-presidents shall preside at all

Page 3 of 27




meetings of the BSI PTO and shall be ex-officio members of all committees
except the nominating committee. The co-presidents shall appoint chairpersons
of BSI PTO committees with the approval of the executive board. The co-
presidents shall delegate responsibilities to other BSI PTO members and shall
encourage meaningful participation in all parent and school activities. The co-
presidents shall attend all regular meetings of the presidents’ council and shall be
a mandatory member of the school leadership team. The co-presidents shall
meet regularly with the executive board members in accordance with these
bylaws to plan the agendas for the general membership meetings. The co-
presidents shall be one of the eligible signatories on checks. The co-presidents
shall attend FACE (formerly OFEA, now Division of Family and Community
Engagement) professional development seminars relating to BSI PTO
leadership. The co-presidents shall assist with the June transfer of BSI PTO
records to the incoming executive board.

The remaining executive board members in consultation with the BSI PTO will
determine which co-president will serve as the core member on the school
leadership team. One of the co-presidents or his or her designee shall represent
the BSI PTO on region/district committees and as the school’s representative to
the region/district presidents’ council.

Executive Vice President. The executive vice president shall assist the President
and shall assume the President's duties in his/her absence or at the President's
request. The executive vice president shall have the authority to sign checks on
behalf of BSI PTO in accordance with Article VIII Section 2 of these by-laws. The
executive vice president shall assist with the June transfer of BSI PTO records to
the incoming Executive Board. The executive vice president shall oversee all BSI
PTO committees and when necessary, present committee meeting minutes at
executive board meetings and at general membership PTO meetings. The
executive vice president shall also be in charge of community affairs, such as the
coordination of building-wide events where the three schools are involved.

Parliamentarian: The PTO Parliamentarian will assist the PTO co-Presidents
and other officers with interpreting DOE Regulations as they affect the PTO
activities, assist at PTO Board and General meetings with Robert’s Rules of
Order for the conduct of the PTO meetings and votes, (these Rules are specified
for the conduct of PTO meetings in the DOE Regulations), help to update the
PTO By Laws annually, and help to represent the PTO Board at District 20

and other DOE meetings as requested by the PTO President. The
Parliamentarian shall incorporate all amendments into the bylaws and shall
ensure that signed copies of the bylaws with latest amendments are on file in the
Principal’s office. Together with the Executive Vice President, the
Parliamentarian will facilitate formation of Nominating Committee in accordance
with regulations. Parliamentarian will consult with the Chair of Nominating
Committee and Vice President of Communication to ensure the information
relating to upcoming BSI PTO meetings regarding vacancies for BSI PTO
officers is disseminated in a timely manner to the parent body.
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Recording Secretary: The recording secretary’s (or co-recording secretaries’)
responsibilities shall include the preparation of notices, agendas, sign-in sheets
and materials for distribution for General PTO meetings. The recording secretary
shall prepare and read the minutes of each BSI PTO meeting and shall distribute
copies of the minutes at the next scheduled meeting for review and approval by
the general membership. The secretary shall maintain custody of the BSI PTO’s
records on school premises. The secretary shall be responsible for reviewing,
maintaining and responding to all correspondence addressed to the BSI PTO.
The secretary shall assist with the June transfer of all BSI PTO records to the
incoming executive board.

Treasurer: The treasurer shall be responsible for all financial affairs and funds of
the BSI PTO. The Treasurer position must be one position, with assistants, no
co-treasurer. Treasurer will serve as an Administrator of the QuickBooks online.
The treasurer shall be responsible for maintaining an updated record of all
income and expenditures on school premises and must be one of the signatories
on checks. The treasurer shall adhere to and implement all financial procedures
established by the BSI PTO. The treasurer shall be prepared to present and
provide copies of financial reports at all BSI PTO meetings. The treasurer shall
also prepare and provide copies of the December 31 (due January 31) interim
and June 30 (due July 15) annual financial reports. The treasurer shall make
available all books or financial records for viewing by members upon request and
for audit. The treasurer shall attend FACE professional development seminars
relating to financial affairs. The treasurer shall assist with the June transfer of all
BSI PTO records to the incoming executive board and will reset the QuickBooks
password annually during the June transfer of records.

Assistant Treasurers: The assistant treasurers shall assist the treasurer with all
duties under the direction of the treasurer. Examples of these duties include
monitoring that all proper documentation is filed for BSI PTO records, e.g., Cash
donation receipts, Reimbursement Forms, etc., counting and depositing funds
into BSI PTO's checking account, assisting in preparation of Monthly, Interim and
Annual financial reports. The assistant treasurers will be authorized to represent
the Treasurer at BSI PTO meetings if the Treasurer is absent for any reason.

Vice President of Communications: The vice president of communications or co-
vice presidents of communications shall: (a) assume the duties of recording
secretary in their absence or at the President’s request; (b) prepare and
distribute electronic notices of all BSI PTO meetings and other BSI PTO
communications to the Membership; (c) oversee the BSI PTO’s efforts to share
information with school families and to publish written materials, and specifically,
to ensure (i) the maintenance and updating of an BSI PTO school website; (ii) the
appropriate use of e-mail systems for communication with the parent body.
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Vice President of Parent Involvement: The vice president(s) of Parent
Involvement or co-vice presidents of Parent Involvement shall: (a)oversee the
BSI PTO’s efforts to engage parents as volunteers, specifically, select one parent
who will serve as the grade representative* from each grade to assist and
support initiatives of the VP for Parent Involvement and the BSI PTO. Volunteers
will be solicited in September each year. (This is a different position from the
“class parent” who is usually chosen by the class teacher. However, the grade
representative may also serve as a class parent.); (b) oversee the establishment
of sufficient committee structures to ensure that the BSI PTO is able to reach out
to parents to learn their particular interests and their areas of expertise, and
encourage them to become members of the BSI PTO and to volunteer their time
or services to the school; (¢) collaborate with the BSI PTO Membership
committee; (d) help the BSI parent coordinator with all new parent orientation
efforts; (e) maintain records or a database of school-wide volunteers and make
these records and/or database available to all fundraising and event chairs and
other members of the BSI PTO as necessary; (f) Coordinate preparation of the
New Parent Information Packet with the BSI Parent Coordinator and the PTO
Membership Committee; (g) Keep the BSI PTO’s bulletin board current.

*Grade representatives: BSI PTO Grade Representatives will facilitate the
communication between the executive board and the parents specifically by, but
not limited to, a) Attending General PTO meetings, if possible. In the event
Grade Representative cannot attend meetings, he/she will review minutes of
meetings and follow up with VPs Parent Involvement with questions if needed;
b) Participating in occasional conference calls with VPs Parent Involvement and
fellow grade representatives to discuss upcoming PTO needs and address
questions; c) Assisting at PTO (social and fundraising) events as needed; d)
Encouraging parent volunteers from their grade to help at PTO events; e)
Sending emails to grade parents regarding upcoming PTO (social and
fundraising) events and Direct Appeal; f) Coordinating grade-wide play dates to
help build the grade community outside of the school.

Co-Vice Presidents, Fundraising: The Co-Vice Presidents of Fundraising shall:
(a) assist the President and the Executive vice president; (b) jointly assume -
together with any other available Vice Presidents - the duties of President in the
President’s absence or at the President’s request; (c) oversee all fundraising
activities of the BSI PTO, and, specifically, the establishment of a sufficient
committee structure (see Article VIII, regarding the Fundraising Committee) to
ensure adequate planning and execution of all BSI PTO fundraising events, such
as the Annual Auction, Direct Appeal, and solicitations; (e) consult with the SLT
regarding any curriculum-based initiatives for which fundraising would be
appropriate and (f) work directly with the Vice President(s) for Parent
Involvement to encourage each class to elect an auction representative and a
class fundraising representative. The Co-Vice Presidents will split the duties of
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Section 4

4.1

representation at committee meetings, Executive Board meetings and general
BSI PTO meetings.

BSI PTO vice presidents shall assist with the June transfer of BSI PTO records to
the incoming executive board.

School Leadership Team Membership: The president or one co-president of BSI
PTO shall automatically serve as a core member of the School Leadership
Team. All other parent member representatives shall be elected by the general
membership.

Election of Officers

Officers shall be elected between the third Wednesday in May and the third
Friday in June for a one-year term beginning July 1. Any timeline established by
the BSI PTO to complete the nominations and election process must adhere to
this timeframe. The principal must be notified in writing of the date of the election
by May 1.

Members of any Community or Citywide Education Councils are not eligible to
serve as elected officers of the BSI PTO. Employees of the school, including
parent coordinators, may not serve as BSI PTO officers.

Nominating Committee: A nominating committee must be established no later
than the April general meeting. The nominating committee shall consist of three
to five members. The majority of the committee members must come from the
general membership. The remaining members of the nominating committee shall
be selected by the president, subject to the approval of the executive board. The
nominating committee shall choose one of its members to serve as chairperson.

No person who is running for office may serve as a member of the
nominating committee. No person employed at the Brooklyn School of
Inquiry shall be eligible to serve on the nominating committee. A member
of the nominating committee may be considered a candidate for office if
he or she resigns immediately from the nominating committee in writing.

The nominating committee shall solicit candidates from the membership
in writing, in English and other languages as appropriate, for
recommendations of candidates for all offices. The nominating committee
will also be responsible for conducting the election meeting. This
includes the following:
= canvassing the membership for eligible candidates,
= preparing and distributing all notices of any meeting pertaining to
the nomination and election process, in accordance with CR A-
660. Notices should be translated into languages spoken by
parents in the school whenever possible,
= preparing ballots, attendance sheets, a ballot box, tally sheets and
all other materials pertaining to the election,
= verifying the eligibility of all interested candidates prior to the
election,

Page 7 of 27




4.1

4.2

4.3

4.4

= ensuring that an opportunity is provided to all members for
nominations, including self-nomination, to be taken from the floor
and then officially closed during the April meeting,

= scheduling the election at a time that ensures maximum
participation,

= ensuring that only eligible members receive a ballot for voting, and

= ensuring that the election is certified by the principal or his/her
designee immediately following the election.

The appropriate Presidents’ Council and/or FACE must conduct an
expedited election if a nominating committee cannot be formed.

Notices: The meeting notice and agenda for the Spring general
membership election meeting shall be distributed in accordance with CR
A-660’s notice requirements. All meeting notices and agendas shall be
available in English and translated into languages spoken by parents in
the school whenever possible. The distribution date shall appear on all
notices. If nominations have been closed, the election meeting notice
shall list all candidates in alphabetical order by surname under the office
for which they are nominated.

Contested Elections and Use of Ballots:

= Written ballot shall be used in all contested elections.

= Names of candidates shall appear on the ballot in alphabetical order
by surname under the title of the office(s) for which they were
nominated. Names of candidates for the positions of co-presidents
must be listed as a team.

= Ballots shall be printed with voting instructions in English and other
languages spoken by parents in the school whenever possible.

= Ballots shall be distributed once voter eligibility has been established.

= Ballots shall be counted immediately following the election and in the
presence of the members.

= Ballots shall be retained for six months by the chairperson of the
nominating committee or if there is no nominating committee, by an
officer. If she/he will no longer be an eligible member after June 30,
the ballots shall be turned over to the incoming secretary.

Uncontested Elections:

If there is only one candidate for an office, a member must make a motion
for the recording secretary to cast the electing ballot for the entire
assembly to elect the candidate to office. That action must be recorded in
the minutes.

Officer Vacancies:

All mandatory core officer vacancies must be filled by succession of the
next highest ranking officer. For example, a vacancy in the position of
president will be filled by the executive vice president or next highest
ranking officer. In the event that an office cannot be filled through
succession, an expedited election must be held to fill the
vacancy. Officers who wish to resign their positions once an election has
been certified must submit their written resignation to the recording
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secretary and immediately turn over all BSI PTO records. The ranking of
officers for succession purposes shall be according to the attached
succession chart which is part of these BSI PTO By Laws.
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Section 5

Section 6

Section 7

4.5 Expedited Election Process:
Expedited elections shall be held to fill vacancies in the event they cannot
be filled through succession. The executive board shall be responsible
for announcing vacancies and distributing written notice of the expedited
election. All nominations must be taken from the floor, immediately prior
to the election. If the election is contested, written ballots must be used in
accordance with Section 4.3 of these bylaws.

Education Council Selectors
In the case of co-presidents and co-recording secretaries, the remaining
executive board members will vote to choose who will be the CEC, CCSE,
CCELL or CCHS selectors.

June Transfer of Records

The outgoing BSI PTO executive board shall arrange for the orderly transfer of
records and information of the BSI PTO, which shall include an overview of all
BSI PTO transactions for the school year, to the incoming executive board. At
least one meeting will be scheduled during the month of June for this
purpose. Any member of the executive board may request the assistance of the
presidents’ council during this process.

Disciplinary Action

Any officer who fails to attend three (3) consecutive executive board or general
membership meetings shall be removed from office by recommendation of the
executive board or motion from a member and two-thirds vote of the membership
present. The officer shall be given the opportunity to submit in writing an
explanation showing good cause which explains his/her reason for not attending
these meetings for the Board’s consideration.

BSI PTO officers may also be removed for unsatisfactory performance by
following the procedure outlined below:
= At any general membership meeting, a BSI PTO member may make a
motion to begin the process of removing an executive board member for
unsatisfactory performance.
= If the motion is approved by two-thirds of the assembled members, the
BSI PTO must select a review committee by majority vote. Executive
board members may not serve on the review committee.
= The review committee will gather relevant information and present its
findings to the general membership to allow the members to make an
informed decision about the motion. Findings must be presented in
writing at a general membership meeting within 30 school days of the
date the motion was presented. The BSI PTO’s notice and agenda must
indicate that a vote will be taken by the general membership regarding
the removal of a BSI PTO executive board member.
= The result of the motion must be submitted in writing to the principal,
which the principal must forward to the appropriate superintendent and
the CFEO.
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Section 1

Section 2

Section 3

Section 4

Section 1

Article V - Executive Board

Composition

The executive board shall be composed of the elected officers of the BSI PTO.
Employees of the Brooklyn School of Inquiry shall be ineligible to serve as
elected officers of the BSI PTO. No DOE employees may serve as mandatory
officers: president, secretary, and treasurer. Officers shall be expected to attend
all executive board meetings. If a Board position is shared by two persons, as in
the case of co-officers, both co-officers should attend Board meetings, however,
at least one of the two co-officers must be present.

Meetings

Regularly scheduled meetings of the executive board shall be held monthly,
September through June, on selected weekdays of every month agreed upon by
the Board. Meetings should not be held on legal or religious holidays.

Voting

Each member of the executive board shall be entitled to one vote. All votes shall
be decided by a majority vote of Board members present at the meeting. The
Board may conduct votes by email on significant issues that arise between
meetings. Following electronic discussion, a formal motion must be made by the
presidents and seconded by a Board member for a vote. A majority of Board
members must vote yes for the issue to be approved. The recording secretary
will note the email vote and results. The resolution will be entered into meeting
minutes at the next general meeting as part of the president’s report. If the
Executive Board is unable to reach a decision by voting because such voting has
resulted in a tie, and if the Executive Board has made a good faith effort to
resolve the deadlock by voting on the issue at least two times, the Executive
Board shall submit the issue to the general membership of the BSI PTO.

Quorum

Five members of the executive board shall constitute a quorum, allowing official
business to be transacted.

Article VI — General Membership Meetings

General Membership Meetings

1.1 At the beginning of the school year, the Executive Board shall establish a
schedule of dates for BSI PTO General Membership meetings. The
general membership meetings shall be held monthly, September through
June, on selected weekdays of each month agreed upon by the Board.
Written notice of each membership meeting shall be distributed in
languages spoken by parents at the school, whenever possible. Notice
must be sent at least ten calendar days prior to the scheduled
meeting. The date of distribution shall appear on all notices.

1.2 Generally, all meetings, including committee and executive board

meetings must be held at the Brooklyn School of Inquiry. Under no
circumstances are BSI PTO general membership meetings to be held in
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Section 2

Section 3

Section 4

Section 5

private residences or commercial venues (e.g. restaurants and private
clubs).

1.3 All eligible members may attend and participate during general
membership meetings and may speak to agenda items subject to
restriction in these bylaws.

1.4 Observers may speak and otherwise participate, if acknowledged by the
chair.

1.5 The BSI PTO Board is committed to making it possible for members to
attend general meetings virtually and will continue to investigate methods
of accomplishing this within the DOE Regulations. When regularly
scheduled Executive Board meetings are held virtually, this will be
announced to parents in advance and parents wishing to “attend”
these meetings will be given the specific sign in or call in
directions to do so. In person attendance is required to cast a vote.

Order of Business
The order of business at meetings of the BSI PTO, unless changed by the
executive board shall be:
= Call to Order
= Reading and Approval of Minutes
= Principal’s Report
= President’s Report
= Treasurer’s Report
= School Leadership Team Report
= Committee Reports
= Old Business
= New Business
= Adjournment

Quorum

A quorum of members of the BSI PTO shall be required in order to conduct
official PTO business. The quorum for a general membership meeting must
consist of representation by at least 10 PTO members, including a minimum of 2
executive board members and 8 parent members.

Minutes

Minutes shall be taken of all general and special membership meetings. Minutes
of the previous meeting shall be available in written form and read for approval at
every general membership meeting. The minutes of any BSI PTO meeting must
be made available upon request to any member.

Special Membership Meetings

5.1 A special membership meeting may be called to deal with a matter of
importance that cannot be postponed until the next general membership
meeting. The president may call a special membership meeting with a
minimum of 48 hours written notice to parents stating precisely what the
topic of the meeting will be.
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Section 6

5.2 Upon receipt of a written request from five BSI PTO members, the
president must call a special membership meeting within five working
days of the request and with 48 hours written notice to parents.

Parliamentary Authority

Meeting rules of order should be adopted for use as a guide and included in
these bylaws. Where no meeting rules of order are adopted, Robert’s Rules of
Order — Newly Revised will be deemed to apply, provided that it is consistent with
laws, policies, rules, and regulations.
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Section 1

Article VII - Committees

Standing Committees

1.1

The president will appoint standing committee chairpersons with the
approval of the executive board. Ad-hoc committees shall be established
by executive board approval. The standing committees of the BSI PTO
are the following:

Audit: The audit committee shall conduct an audit of all financial affairs of
the BSI PTO with the help of the treasurer who shall make all books and
records available to them. The audit committee may recommend that an
external audit of the BSI PTO’s financial records be conducted. The
committee shall be responsible for hiring a Certified Public Accountant or
a similarly qualified person with professional expertise in accounting,
finance, or a related field, to conduct BSI PTO audit/financial review. The
person selected should be knowledgeable of the laws, policies, rules, and
regulations applicable to PTOs, including those that are 501c (3)
organizations. He or she must not be a member of the BSI PTO, a
relative of any BSI PTO member, or have any direct or indirect interest in
the funds. The treasurer shall make all books and records available to
the auditor appointed by the Audit Committee. Additional duties of the
audit committee may include the examination of all relevant financial
statements and records of disbursements, verification of all BSI PTO
equipment and ensuring compliance with bylaw provisions for the
transaction of funds.

The audit committee shall prepare a written report or provide copies of
the external report to be presented to the membership at a general
membership meeting or upon completion of their review and investigation.
This report shall be included for review and discussion during the June
transfer of records.

Fundraising: The fundraising committee shall be chaired by the co-Vice
presidents of fundraising. It shall be responsible for raising monies
necessary to meet the proposed annual budget. The fundraising
committee will plan a minimum of two (2) fundraising events each school
year for the express purpose of raising money for the BSI PTO programs
and projects. The fundraising committee may, but is not required to,
plan additional fundraising events during the school year provided that
such additional events have a designated purpose. All fundraising events
must be approved by the membership, at a duly noticed General
Membership meeting, in advance of the event and the vote must be
recorded in the minutes of said meeting. The fundraising event, if it is an
ongoing activity or program, must be approved each year by the BSI PTO
membership. The co-Vice Presidents of the fundraising committee shall
coordinate with BSI PTO president and treasurer in accounting for
receipts and disbursements for all fundraising activities within 24 hours of
each fundraising event or at such other time as requested by the BSI
PTO president or treasurer.
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The co-Vice Presidents of Fundraising may appoint a Captain or Co-
Captains for each fundraising event. Event Committees may also be
formed by the co-Vice Presidents. The following must be completed for
all fundraising events all under the direction and supervision of the co-
Vice Presidents of the Fundraising Committee:
» Creating a budget for the event
= Communications to the membership about the event
= Recruitment of enough volunteers and organization of said
volunteers for the event
» Assigning each volunteer specific tasks and developing a work
schedule
» Preparing the final report for the approval of the co-Vice
Presidents of the Fundraising Committee
» Soliciting donated goods and services
» Clearing dates with the school and reserve needed facilities and
equipment
» Completing the building use form and obtain all necessary
signatures
» Obtaining all necessary permits.
= Obtaining written contract(s) from vendors
» Confirming that vendor is fully covered by his/her own liability
insurance and Workers' Compensation and, obtaining a copy of
the vendor’s certificate of insurance,
= Requiring vendor to sign a pre-approved Hold Harmless
Agreement (form attached).
Give Back: The goal of the Give Back Committee is to teach BSI students
about social awareness and social responsibility within our community.
The Committee organizes events such as coat drives, penny harvests
and others.

Grant Writing: The Grant Writing Committee shall be responsible for
seeking and completing applications for grants for programs that will
benefit the children, staff, or families of Brooklyn School of Inquiry.

Logistics (formerly Hospitality Committee): The Logistics Committee shall
be responsible for the arrangement of refreshments, set up of technology
and other needs and materials for BSI PTO meetings and other official
BSI PTO events, as appropriate.

Membership: The membership committee shall be responsible for
encouraging parent participation, outreach and recruitment. The Vice
President(s) of Parent Involvement, serving as chairpersons of this
committee, or the Vice President(s) working with a chairperson of this
committee shall make every effort to coordinate their outreach efforts and
strategies with the school’'s Parent Coordinator. The membership
committee shall also prepare a welcome letter from the BSI PTO
informing parents and teachers of their membership and voting status.
The committee shall prepare a newsletter to all members which contains,
at a minimum, messages from the principal, BSI PTO president, list of
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executive board members, all BSI PTO meeting dates, student and
parent events, school policies, BSI PTO budget, and any other material
deemed appropriate by the BSI PTO. The committee shall also be
responsible for maintaining a current list of members which shall be
available without home addresses and telephone numbers at every
membership meeting. The committee will also collect voluntary
membership dues for the BSI PTO and provide event support.

Movie Night: The Movie Night Committee shall organize and host movie
nights for the BSI community. It will help select movies, set the schedule
for movie nights, and publicize them. The committee will report on
revenue and expenses.

Nominating Committee: A nominating committee must be established
during the February general membership meeting. The nominating
committee shall consist of three to five members. The majority of the
committee members must come from the general membership. The
remaining members of the nominating committee shall be selected by the
president, subject to the approval of the executive board. The nominating
committee shall choose one of its members to serve as chairperson. No
person employed at Brooklyn School of Inquiry shall be eligible to serve
on the nominating committee. No person who is running for office may
serve as a member of the nominating committee. A member of the
nominating committee may be considered a candidate for office if he or
she resigns immediately. The nominating committee will be responsible
for conducting the election process outlined in Section 4 of these By-
Laws.

Safety: The Safety Committee will meet to discuss safety issues in and
around BSI. The Committee will gather issues from the BSI PTO and the
school and work with the principal and other education and external
authorities to resolve safety issues.

Wellness: The Wellness Committee will continue the duties of the
Healthy Foods Committee and additionally plan, organize and distribute
wellness information to the BSI student community. The membership of
the committee will include the BSI School Nurse, and two BSI additional
parents in addition to the membership of the former Healthy Foods
Committee. This Committee will be a campus Committee, as Healthy
Foods was. The Committee will work to communicate the concepts of
wellness and prevention; emphasize the importance of healthy eating,
and healthy lifestyles for children; and help promote a school environment
that is consistent with healthy life styles and eating.

Article VIII - Financial Affairs

Fiscal Year
The fiscal year of the BSI PTO shall run from July 1 through June 30.
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Section 2

Section 3

Signatories

The president or co-presidents, executive vice president and treasurer shall be
authorized to sign checks. All checks require at least two (2) signatures, at least
one of which must be the Treasurer. The two signatories of a check may not be
related by blood or marriage. Under no circumstances may spouses, siblings, in-
laws or other relatives or members of the same household sign the same BSI
PTO check. A BSI PTO member may not sign a check if she/he has any direct
or indirect interest in the expenditure.

Budget
3.1 The executive board shall be responsible for the development and/or
review of the budget process, which includes:

» The outgoing executive board must review the current budget, annual
financial status, accounting, expenditures and outstanding bills and
prepare a proposed budget for the next school year. The proposed
budget must be presented to and approved by the membership no
later than the May meeting.

= The incoming executive board must review the proposed budget in
September for presentation and discussion during the September
meeting. Budget amendments may be proposed at this time.

» The counting and handling of any cash, checks, or money orders
received by the BSI PTO, must be completed by at least two (2) BSI
PTO members. These BSI PTO members cannot be related by blood
or marriage. Funds must be counted in the school on the same day of
receipt. The BSI PTO’s financial records must display the total
amount of funds and the signatures of the BSI PTO members who
participated in counting the funds.

» The principal’'s written consent is required when the fundraising
activity is held during school hours or on school property.

= No parent or staff member shall collect fund raising proceeds from
any student without the written approval from the principal.

= All funds shall be deposited in the bank account by authorized
executive board members within 24 hours of receipt, whenever
possible, but in any event, no longer than 3 business days. The
executive board must ensure that no funds shall be kept in a
member’'s home but shall be secured and locked in the school. The
executive board must obtain written acknowledgement from the
principal when BSI PTO funds are secured in the school. BSI PTO
funds must be taken to the bank for deposit by at least 2 authorized
members.

= Documentation related to every transaction must be maintained at the
school (e.g., cancelled checks, deposit receipts, purchase orders, BSI
PTO minutes related to the financial transactions, etc.)

3.2 The budget may be amended by vote of the general membership at any
membership meeting.

3.3 All expenditures not included in the budget at the time of its adoption
must be approved by resolution of the membership.
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Section 4

Section 5

3.4

Audit
41

4.2

4.3

4.4

The executive board is authorized to make an emergency expenditure not
to exceed $500.00 with a two-thirds approval by the executive board.
These expenditures shall be reported to the general membership at the
next BSI PTO meeting in writing by the treasurer. The minutes of the
meeting must reflect a vote taken by the BSI PTO to accept this action.

The president or co-presidents shall request volunteers to form an audit
committee of 3 to 5 persons. Executive board members who are not
eligible signatories on BSI PTO checks may serve on the audit
committee. The majority of the committee shall be comprised from the
general membership.

The audit committee shall conduct an audit of all financial affairs of the
BSI PTO with the help of the treasurer who shall make all books and
records available to them. The audit committee may recommend that an
external audit of the BSI PTO’s financial records be conducted. The
committee shall be responsible for hiring a Certified Public Accountant or
a similarly qualified person with professional expertise in accounting,
finance, or a related field, to conduct BSI PTO audit/financial review. The
person selected should be knowledgeable of the laws, policies, rules, and
regulations applicable to PTOs, including those that are 501c
organizations. He or she must not be a member of the BSI PTO, a
relative of any BSI PTO member, or have any direct or indirect interest in
the funds. The treasurer shall make all books and records available to
the auditor appointed by the Audit Committee.

Additional duties of the audit committee may include the examination of
all relevant financial statements and records of disbursements,
verification of all BSI PTO equipment and ensuring compliance with bylaw
provisions for the transaction of funds.

The audit committee shall prepare a written report or provide copies of
the external report to be presented to the membership at a general
membership meeting or upon completion of their review and investigation.
This report shall be included for review and discussion during the June
transfer of records.

Financial Accounting

5.1

5.2

The treasurer and assistant treasurers shall prepare the Interim Financial
Report by January 31st and the Annual Financial Report by the July 15,
including all income, expenditures, and other transactions. These reports
shall be presented and reviewed by general membership. Copies of these
reports shall be provided to the principal.

The treasurer shall be responsible for all funds of the BSI PTO and shall
keep accurate records in a form consistent with these bylaws and
applicable Regulations of the Chancellor. In accordance with
Chancellor's Regulation A-610, parents must obtain written approval from
the principal before collecting fundraiser proceeds from students. The
treasurer and at least one other BSI PTO officer shall transport all funds
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5.3

to the bank. Deposit slips shall identify the source of all deposited
funds. All parties involved in financial transactions shall initial the deposit
slips. All records of the BSI PTO including checkbooks, ledgers,
cancelled checks, invoices, receipts etc., shall be maintained and secured
on school premises.

PTO Presidents will open all bank envelopes, review bank statements
and compare them with monthly treasurer reports and other financial
reports before signing them.

Article IX - Conflicts of Interest, Contracts and Services of Directors and Officers

Section 1

Section 2

Section 3

General

BSI PTO Directors, Officers, and members should be careful to avoid
acting in circumstances in which their personal interest conflicts with their
interest as BSI PTO Directors, Officers, and members, respectively.

Disclosure and Non Disclosure Agreements

2.1

2.2

2.3

Immediately upon election or appointment to the Executive Board, all
Officers shall disclose any relevant interest, whether direct or indirect,
which may pose a conflict of interest. Disclosure shall include any
interest, financial or otherwise, in any corporation, organization or
partnership which provides professional or other services to BSI PTO. All
disclosures of a conflict of interest shall be placed in the minutes of the
meeting at which the disclosure was made.

When any matter comes before the Executive Board or any Committee of
the Executive Board in which a Director or an Officer has an interest, that
interest shall be immediately disclosed to the Executive Board or the
Committee.

Nondisclosure Agreements (NDA) (attachment B)

NDA will be used to assure that BSI PTO members’ personal and
financial information remains confidential. Each NDA will be project
specific and last for the duration of the project. Parliamentarians together
with Executive Board will set up a process to acquire the NDA when a
new project, which requires access to confidential information, is
presented. Project and the names of individuals who sign the NDA will be
disclosed at the General PTO meeting. Recording Secretary and/or VP of
communication will maintain the NDA records.

Definition of “Interest”

Whether a Director or an Officer has an interest in a matter shall be determined
by whether that person would derive an individual economic benefit, either
directly or indirectly, from the decision on the matter by the Executive Board or a
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Section 4

Section 5

Section 6

Section 7

Committee. An “interest” is not intended to include positions on legislative
matters of general impact.

Voting
4.1

4.2

4.3

4.4

4.5

No Director, Officer or member shall vote on any matter in which he or
she has an interest.

BSI PTO members who are employed in PS/IS 686 may not vote or
otherwise participate in:

Personnel matters, including tenure recommendations and screening
committees for selections of supervisors and administrators; and
Selection of or service as parent representatives to committees or the
School Leadership Team.

A Community District Education Council member (or any other school
employee or officer) who is also a member of BSI PTO and who is likely
to hear the same subject on appeal, must refrain from voting or otherwise
participating in the decision in which he/she will sit on the appeal panel.
Any council member who has participated in the decision-making below
may not participate at the higher appellate level.

Decisions must be made by vote of only those members of BSI PTO who
do not have a conflict of interest. In matters where a member or members
has/have a conflict of interest, he/the must abstain from voting or
otherwise participating in the decision.

Once a quorum is established at any meeting of either the Executive
Board or the General Membership, a majority vote of those in attendance
at such meeting who are entitled to cast a vote shall be sufficient to
approve and transact the business of the BSI PTO.

Non-participation

5.1

5.2

Any BSI PTO Director, Officer or member who has any direct or indirect
interest in a business dealing with PS/IS 686, the community school
district or the Community District Education Council, citywide council on
special education, citywide council on high schools, or the Department of
Education, including a contract or personnel appointment, must refrain
from participation in any decision relating to that matter.

The Executive Board may, by majority vote, ask any Director who has an
interest in a matter not to participate, or to leave the room in which
discussion is carried on; provided, however, that the interested Director
may participate in any discussion regarding his or her exclusion.

Attempts to Influence

Directors, Officers, and members, respectively, shall not attempt to influence
other Directors, Officers and members, respectively, regarding matters in which
they are interested, without disclosing that interest.

Contract Review Committee
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Section 8

Section 9

Section 10

If a contract is proposed in which a Director, an Officer, or a member, or an
organization which employs a Director, an Officer, or a member is a potential
contractor, regardless of amount (an “Interested party Contract”’), a Contracts
Review Committee (comprised as set forth below) of the Executive Board shall
review the contract and shall recommend that the chairman execute or not
execute the contract. Ad hoc Contract Review Committees shall be appointed by
the Directors as needed and shall consist of two (2) Directors disinterested in the
Interested party Contract. Either an ad hoc Contract Review Committee or the
Executive Board may review an Interested Party Contract; however, if a Contract
Review Committee reviews an Interested party Contract and recommends that
the chairman not execute the Interested party Contract, the Executive Board
subsequently may review the Interested Party Contract and may recommend that
the chairman execute or not execute the Interested party Contract.

Violations of the Conflicts of Interest Policy

8.1 If the Executive Board or the Contract Review Committee has reasonable
cause to believe a Director, an Officer, or a member has failed to disclose
actual or possible conflict of interest, it shall inform the Director, the
Officer, or the member of the basis for such belief and afford the Director,
the Officer, or the member an opportunity to explain the alleged failure to
disclose.

8.2 If, after hearing the Director’s, the Officer’'s, or the member’s response
and after making further investigation as warranted by the circumstances,
the Executive Board or the Contract Review Committee determines the
Director, the Officer, or the member has failed to disclose an actual or
possible conflict of interest, it shall take appropriate disciplinary and
corrective action.

Records of Proceedings
The minutes of the Executive Board and the Contract Review Committee shall
contain:

9.1 The names of the persons who disclosed or otherwise were found to have
an interest in connection with an actual or possible conflict of interest the
nature of the interest, any action taken to determine whether a conflict of
interest was present, and the Executive Board's or Contract Review
Committee’s decision as to whether a conflict of interest in fact existed.

9.2 The names of the persons who were present for discussions and votes
relating to the transaction or arrangement, the content of the discussion,
including any alternatives to the proposed transaction or arrangement,
and a record of any votes taken in connection with the proceedings.

Periodic Reviews
To ensure BSI PTO operates in a manner consistent with charitable purposes
and does not engage in activities that could jeopardize its tax-exempt status,

periodic reviews shall be conducted. The periodic reviews shall, at a minimum,
include the following subijects:
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Section 11

10.1

10.2

Whether compensation arrangements and benefits are reasonable, based
on competent survey information, and the result of arm’s-length
bargaining.

Whether partnerships, joint ventures, and arrangements with
management organizations conform to BSI PTO’s written policies, are
properly recorded, reflect reasonable investment or payments for goods
and services, further charitable purposes and do not result in inurement,
impermissible private benefit or in an excess benefit transaction.

Use of Outside Experts

When conducting the periodic reviews as provided for in Section 9.10 of this
Article, BSI PTO may, but need not, use outside advisors. If outside experts are
used, their use shall not relieve the Executive Board of its responsibility for
ensuring that periodic reviews are conducted.
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Article X — Record Retention Policy

The BSI PTO record retention policy ensures that necessary records and documents are
maintained and protected at BSI PTO. This policy is also intended to preserve BSI PTO history.
Records retention applies to all records, whether paper, electronic, or other media.

Individuals responsible for the retention of records are responsible for the destruction of records
following the retention period. Documents should be destroyed in a manner so all sensitive or
confidential material can no longer be read. This means paper documents should be shredded
and electronic documents should be erased or otherwise made unreadable.

BSI PTO financial records are the property of the PTO and do not belong to those who prepare
such records. No member has a personal or property right to PTO financial records and no
member may remove or copy such records for personal use.

Record Types and Retention Periods
Records are two types: PTO Financial records requiring retention for legal or audit purposes;
and routine PTO and Executive Board records and meeting minutes.

Routine Records

Routine records should be retained by the Executive Board according to the table below to
ensure the continuation of BSI PTO policies. If the PTO Executive Board has any doubt
whether a record should be preserved, it should consult with the BSI Principal before destroying
the record.

Corporate Records:

Articles of Incorporation Permanent

By-Laws, including Amendments Permanent

Minutes of Executive Directors Meetings 6 years

Minutes of General membership meetings 6 years

Minutes of Committee meetings 6 years

Election Records Ballots six (6) months following the date of the election or

until the determination of any grievance filed concerning the
election, whichever is later. Ballots must not be removed
from the school.

Federal Tax Records:

Form 990 and support Permanent
IRS Exemption Application & Determination Letter  Permanent
State Tax Exemptions Permanent

Membership Records:
PTO membership list 6 years
All parent contact information 6 years

Fundraising Records:
Fundraising Event budgets 6 years
Fundraising Event Activity reports 6 years

Grants Records:
Grant Application and Reporting Forms 6 years

Page 23 of 27




Financial Records

Financial record schedules are calendar-driven; the retention period begins on the last day of
the fiscal year that the records were created. The retention period for tax documents generally
begins on the filing date for that period. The retention period for Financial Records are as

follows:

Accounting and Financial Records:
Books and Records

Check Registers

Treasurer Monthly and Semi-Annual reports
Treasurer Annual reports

Annual Budget and amendments
Audit/Financial Review Reports

Insurance policy

Bank Records:

Bank Statements

Bank deposit slips

Bank Reconciliation’s & Support
Canceled Checks

7 years
7 years
7 years
Permanent
7 years
Permanent
7 years

7 years
7 years
7 years
7 years

Financial records must be easily retrievable for examination by authorized PTO officers,

auditors and others authorized.

This document retention policy must ensure that financial transactions and authorizations are

fully supported if there is an audit or litigation.

BSI PTO’s Executive Board will periodically

review the document retention policy for any changes needed in the policy and in the time

periods for retention of documents.

Any destruction or disposal of PTO documents must stop whenever the PTO anticipates
litigation or is the subject of a subpoena, governmental audit, or investigation. Once the PTO
has notice of any of these, the Executive Board must preserve all documents and records (both

hard copy and electronic) that may relate to the matter.
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Article XI - Amendments and Regular Review of Bylaws

These bylaws may be amended at any regular meeting of the BSI PTO by a two-thirds vote of
the members present, provided the amendment has been presented in writing to the
membership at the previous meeting, and appears in the notice of the meeting at which it is to
be amended. Amendments are effective immediately unless otherwise specified. A thorough
review of these bylaws shall be conducted every three years. All provisions of these bylaws
must conform to CR A-660 and Department of Education guidelines. Any BSI PTO member
may present a motion at a general membership meeting to amend a provision of the bylaws that
is not in compliance with CR A-660. Amendments that bring the bylaws into compliance must
be voted on immediately after the motion is presented. A two-thirds vote of the membership is
required for approval.

These bylaws as set forth above have been voted on and approved by the membership. The
most recent amendment was approved, in accordance with the provisions of Article IX, at the
membership meeting held on

(Month)  (Day) (Year)

Signed By:

Co-President

Co-President

Secretary

(Month) (Day) (Year)

Re: 4.5 Officer Vacancies:

All mandatory core officer vacancies must be filled by succession of the next highest ranking
officer. For example, a vacancy in the position of president will be filled by the executive vice
president or next highest ranking officer. In the event that an office cannot be filled through
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succession, an expedited election must be held to fill the vacancy. Officers who wish to resign
their positions once an election has been certified must submit their written resignation to the
recording secretary and immediately turn over all BSI PTO records. The ranking of officers for
succession purposes shall be according to the attached succession chart which is part of these
BSI PTO By Laws. (Approved by PTO Membership, October 2014)

SUCCESSION CHART

President Treasurer Recording Secretary
Executive Vice President Assistant Treasurer VP of Communication

i)

Parliamentarian

Attachment B, Non Disclosure Agreement (NDA, Final) Approved by PTO Membership January 22, 2015
Brooklyn School of Inquiry PTO Confidentiality Agreement

It is understood and agreed to that the below identified disclosure of confidential information may provide
certain information that is and must be kept confidential. To ensure the protection of such information,
and to preserve any confidentiality necessary under BSI PTO By Laws, it is agreed that

1. The Confidential Information to be disclosed may be described as and includes:

Member and parent names, (including student names, ids, emails, phones, grades,
addresses and any other student related data) all donor and donation information related
to the Direct Appeal, the annual Gala and other BSI fundraising events, financial
information, financial projections, project and event costs, other financial budget
information, school and class data, school personnel data, grants, fundraising plans-
current or future, regardless of whether such information is designated as “Confidential
Information” at the time of its disclosure.
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2. The Recipient agrees not to disclose the confidential information obtained from the disclosure to
anyone unless required to do so by law.

3. This Agreement states the entire agreement between the parties concerning the disclosure of
Confidential Information. Any addition or modification to this Agreement must be made in writing and
signed by the parties.

4. If any of the provisions of this Agreement are found to be unenforceable, the remainder shall be
enforced as fully as possible and the unenforceable provision(s) shall be deemed modified to the limited
extent required to permit enforcement of the Agreement as a whole.

By signing below, the parties acknowledge that they have read and understand this Agreement and
voluntarily accept the duties and obligations set forth herein.

Recipient of Confidential Information:

Name and Responsibility or Role (Print or Type):
Signature:

Type of Confidential Information:

Date:

Brooklyn School of Inquiry PTO Disclosure of Confidential Information:

Name and Responsibility or Role (Print of
Type):

Signature:

Date:
This Agreement is effective the length of the prior year if
the parties are still working together and sharing confidential data at the end of the second year.
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