SCHOOL PARENT ADVISORY COUNCIL BYLAWS

BRIDGEPORT, CONNECTICUT




NOTE: These School bylaws will be adopted and used as guide for each School Parent

Advisory Council or Parent Teacher Student Organization in Bridgeport.
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ARTICLE | - NAME

The name of this organization is the School Parent Advisory Council for Bridgeport

Public Schools, Bridgeport, Connecticut.

ARTICLE Il - DEFINITIONS

When used in these Bylaws, the following terms will have the following meanings:

e Parent — The term “Parent” shall include parents and their legal spouses, custodial
grandparents, and legal guardians of children who attend Bridgeport Public Schools.

e School Parent Advisory Council — The School Parent Advisory Council shall consist
of President, Vice President, Secretary, and at least 5 members at large. These
members will be made up of parents of children who attend that Bridgeport Public
School.

e School Governance Council — The School Governance Council is the primary, local
school decision-making body of a school devoted to achieve its mission and vision.
Towards this end, the School Governance Council will focus on the analysis of
student achievement, development of improvement plans, allocations of resources,
programmatic and operational changes, and after being in place for three years, a
council may vote to recommend that a school be reconstituted in order to improve the
quality of the school and the achievement of its students.

e Home School Coordinator — School Personnel that provides a connection between
home, school, and the community.

ARTICLE Ill - PURPOSE

Section I:

Improve parent involvement through a system of activities that work in conjunction with
school personnel to provide all children with appropriate learning opportunities to
accommaodate their different learning styles by providing the best and most effective

strategies to meet the state’s proficient and advanced levels of student performance.

Section I1:

Improve school-to-home communication to enable parents and school personnel to:
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(a) Define their relationship to each other as equal partners in the Educational
process.

(b) Define their roles as they pertain to the children receiving educational assistance
in Bridgeport Public Schools programs.

(c) Identify family and school needs and resources, including those of the

community.

Section I11:
Provide parents with learning opportunities to help them identify and support the needs of

their children.

Section 1V:
At the recommendation of the Executive Board and the discretion of the President, the
School Parent Advisory Council will create a term initiative that will improve a School

concern.



ARTICLE IV - STRUCTURE

Section I:
All Bridgeport Public Schools are required to have their own Parent Advisory Council
(see Avrticle 11 for “School Parent Advisory Council” definition).
(a) The membership of the School Parent Advisory Council will be made up of
parents of that school (See Article Il for “parent” definition)
(b) The officers of the School Parent Advisory Council must be made up of parents
of children that attend that particular school (See Article 11 for

“parent” definition)

Section I1:
If an officer of the District Parent Advisory Council Executive Board and/or School
Parent Advisory Council Executive Board removes their child from the

Bridgeport Public School system, their term expires effective upon discharge.

Section I11:
Elected officials of the City of Bridgeport cannot serve on the District Parent Advisory
Council.

Section V:
Any employee of the Board of Education of the City of Bridgeport cannot serve on the
School Parent Advisory Council.

ARTICLE V- OFFICERS AND EXECUTIVE BOARD

Section I:
a) There shall be a School Parent Advisory Council Executive Board and it shall be
made-up of:
1) President
2) Vice President
3) Secretary
4) Five (5) members at large



5) Bilingual Secretary (as needed)

Section I1:

The president can appoint a Fundraising Coordinator.

Section I11:

a) The membership of the School Parent Advisory Council can vote to remove any
School Executive Board officer or School Parent Advisory Council by majority
vote of the members in attendance, announced at the prior scheduled meeting
who:

1) Has missed three meetings;

2) Fails to satisfy their duties and requirements;

3) Whose personal behavior in any way damages the organization’s
reputation or good will.

b) Any member may resign by delivering a letter of resignation to the School
President (For resignation by the President, see the District Parent Advisory

Council Bylaws).

Section 1V:

Vacancies in the Executive Board (except for the presidency) caused for any reason shall
be filled by nomination of the executive board at the next regular or special meeting. The
person that fills that vacancy shall serve the remainder of that of the office that was

vacant.

ARTICLE VI - DUTIES AND RESPONSIBILITIES OF EXECUTIVE BOARD
OFFICERS

Section I:
Duties of President:
a) Chief officer of the School Parent Advisory Council and shall act as chairperson
at all meetings of the School Parent Advisory Council;
b) Coordinate agenda along with the Executive Board members;

c) Hold monthly Parent Advisory Council board meetings;
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d) Attend monthly School Parent Advisory Council executive meetings;

e) Shall appoint the Fundraising Coordinator;

f) Shall abide by Title I code regarding budget decisions (the link to the Parent
Involvement section is located at

http://www.sde.ct.gov/sde/cwp/view.asp?a=2678&0=320734 );

g) Oversees fundraising initiatives;

h) Oversees all financial records related to School Parent Advisory Council account;

i)  Works closely with the Executive School Parent Advisory Council to implement
District Parent Advisory Council initiatives;

J) Creates School Parent Advisory Council committees as needed to support Parent
Advisory Council initiatives;

k) Cannot hold a dual elected role on the District Executive Parent Advisory
Council,

I) Bring copy of most recent agenda and minutes from School PAC meeting to

monthly District Parent Advisory Council meeting.

Section I1:
Duties of Vice President:

a) Assume all the duties and responsibilities of the President in the absence of the
President;

b) Deal with any allegations of misconduct brought forth by the Executive Board
pertaining to the President and his/her position (Refer to the District Parent
Advisory Council Bylaws);

c) Call a special meeting when allegations of misconduct yield a vote;

d) See also “Special meeting” in Article VIII;

e) Assist in fundraising initiatives.

Section I11:
Duties of Secretary:
a) The Secretary shall record the minutes of all meetings called by the School Parent

Advisory Council President;



b) Keep a record of all minutes, committee members and the reports of their
activities (The original files and records of all committee members and meetings
will be kept in a safe place at the school);

c) The Secretary shall handle all correspondence for the School Parent Advisory
Council, including attendance reminder letters (see examples in the Addendum
section).

Section I1V:
Duties of Bilingual Secretary (as needed):

a) Shall translate recordings of all meetings for non-English Speakers.

Section V:
Duties of the Executive Board (Members at large):
a) Carry on necessary business between organization meetings and other business
referred by the organization;
b) Review and improve the plans of the committees;
c) Provide orientation and information to new Parent Advisory Council leaders;
d) Report at the regular meetings of the organization;

e) The Vice President vacancy will be appointed by the Executive Board.

ARTICLE VII —ELECTION OF OFFICERS (As of March 2015)

Refer to District Parent Advisory Council Bylaws for position of President only.
Candidates (parent, custodial grandparent, legal guardian, and legal care-giver) must
commit to:

e A two year term;

e Attendance at monthly Parent Advisory Council meetings;

e Attendance at monthly School Executive Parent Advisory Council meetings.



ARTICLE VIII - MEETINGS

Section I:
Executive Board
The School Parent Advisory Council Executive Board shall meet at least five (5) working

days before the monthly meeting of the School Parent Advisory Council.

Section I1I:
Regular Meeting

The School Parent Advisory Council shall meet monthly.

Section I11:

Special Meeting

a) The President of the School Parent Advisory Council Executive Board may call a
special meeting of the Executive Board or of the membership as a whole upon the
written request of two-thirds (2/3) of the School Parent Advisory Council Executive
Board.

b) See also description of Vice President Duties in Article V1.

Section 1V:
The order of business at all meetings of the School Parent Advisory Council shall be
conducted as follows:
1) Call to order;
2) Roll Call;
3) Greetings from Principal,
4) Approval of minutes of preceding meeting;
5) Finance report (as needed);
6) Presenter;
7) Old business;
8) New Business;
9) Question and Answer
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ARTICLE IX- MANDATORY WORKSHOPS

The following workshops must be performed annually:
e Parent Decorum;
e Parent Portal (Power School);
e B-Connected (Parent Hotline);
e Title | overview;

e Parent Engagement overview..

ARTICLE X - APPOINTED POSITIONS

The following position is listed below for reference and to reflect the current needs of the
School:

a) Fundraising Coordinator —
a. Keep an accurate, balanced fundraising ledger;
b. Request school checks per the President’s request or approval;

c. Chair the fundraising committee.

ARTICLE X1 -CONFLICT OF INTEREST

Refer to District Parent Advisory Council Bylaws.

11



CONCLUSION

These bylaws were amended by District Parent Advisory Council Bylaws Committee
from May 23, 2013 to December 4, 2013 and approved by the District Executive Parent
Advisory Council on December 4, 2013.

Marylee Taylor Date

Chairman of By-laws Committee

Tammy Boyle Date

President, District Parent Advisory Council
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ADDENDUM
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SCHOOL EXECUTIVE PAC REFERENCE LIST
Note: These items are provided for reference on the following pages except as noted.
-CONTACT INFORMATION

e Bridgeport Public Schools (website - www.bridgeportedu.com)

e Bridgeport Board of Education (link -
www.bridgeportedu.com/Board/Board Info.html)

e BConnected (Parent Hotline link -
http://www.bridgeportct.gov/content/89017/default.aspx)
e School Staff*

e School Executive PAC*
-SCHEDULES

e Parent Center hours (link -
www.bridgeportedu.com/Parent/Parent%20Center.html)

e School PAC meetings*

e School Executive PAC meetings*

e Executive and District PAC meetings**
-AGENDAS

e Sample School Executive PAC agenda
-FUNDRAISING

e Sample Tracking Ledger

e Company Contact Information
-SAMPLE FORMS

e Nomination

e PAC meeting sign in

e School Message Request

e Title I Parent Involvement (P-10)
-RESOURCES

e Parent Engagement Policy (in English, Spanish, Haitan Creole, and
Vietnamese, link - www.bridgeportedu.com/policies/2012-
2013/ParentFamilyEngagementPolicy12-5-12.pdf)

e Letter of Absence

e Parent and Family Engagement Checklist

e Title I Parent Involvement Budget Management Toolkit

e Parent Portal Tutorial**

e District Parent Advisory Council Bylaws**

e Welcoming Schools Power Point Presentation**

*These items are available from the Home School Coordinator
**These items are available by contacting parentadvisorycouncil@yahoo.com
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SAMPLE SCHOOL EXECUTIVE PAC AGENDA

SCHOOL EXECUTIVE PAC

AGENDA
Day -
Time -
(NOTE: Last school board election held

Attendance:

| PAC President —
PAC Vice President —
PAC Secretary —
PAC member at large —

PAC member at large —

PAC member at large —

I O B B B

PAC member at large —

PAC member at large —

Old Business:
Item Description Status Assigned to Expected
Completion
New Business / Roundtable:
Item Description Status Assigned to Expected
Completion

Upcoming Meetings / Events™*:
[ ]

*Notes:

o Contact International Institute for translators (possible use for partnership credit)
e See also TIPS (Teachers Involved in Parent Schooling) and NNPS (National Network of

Partnership Schools)
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SAMPLE FUNDRAISING AND SPENDING LEDGER
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COMPANY CONTACT INFORMATION (FUNDRAISING)
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COMPANY CONTACT INFORMATION (FUNDRAISING cont.)
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COMPANY CONTACT INFORMATION (FUNDRAISING cont.)
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SAMPLE NOMINATION FORM

ScHooL PARENT ADVISORY COUNCIL (PAC)
ScHooL — NOMINATION FORM

We are excited to announce that there are __ openings for parents for PAC as listed below. Every

parent (includes parent, custodial grandparent, legal guardian, and legal care-
giver) may nominate parents of the school on this form. Candidates must commit to a two (2) year term as
well as active participation on their respective school boards.* Limit one nomination form per parent. The
deadline to return this form to the school office is

Self-nominations are welcome!

Candidate Position Name (please print) Email Phone

PAC President**

PAC Vice-President

PAC Secretary

PAC Member at large (5
openings)

IMPORTANT - List your name, one of your child(ren)’s name and his/her Homeroom below:
(This is needed by the Nomination Committee to validate your candidate choices)

Parent’s Name:

Child’s Name, Homeroom:

*Active participation implies the elected nominee will attempt to attend each scheduled meeting for their
respective board. For example, the elected nominee should not miss more than 3 scheduled meetings.
PAC meetings will tentatively be held monthly, alternating morning and evening times. Executive PAC
meetings are at least 5 days prior to the PAC meeting.

**The School PAC President has an additional obligation to attend monthly District Executive meetings at
the Parent Center (Meals and child-care options are available).

cut and keep below for your records

SCHOOL PAC Nominations

Please note:
e Candidate Biographies will be posted on the Parent bulletin board (located - ).
e Elections will be held from to
e  Election results will be announced by
e For more information, please see the Home School Coordinator,

Thanks for your nomination(s)!
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SAMPLE PAC MEETING SIGN IN FORM

PAC MEETING

PLEASE PRINT BELOW

NAME (parent) Name (child) EMALIL (or phone)
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SAMPLE SCHOOL MESSAGE REQUEST FORM
(Hand in all requests to your school Principal)

A SCHDBL MESSENGER
mms&nmw ME&SAG: _ _:___REQU E&T FQRM

Message:

bate[s] mess{age to be sent:

Time(s) message should besent: =~ '~
Type of message: DPhone El'i'e;t_"tsm'sr ~ [CJE-Mail [[]MP3 or other wave file

Recipient List: DStuden‘t |:_]5taff 'E]:'.parént.r_;ﬁ [Jupload (Outside contacts)

Requested b‘f{P'rI'riﬂ":.:.'--.- = it R e ____Date:

--__T|tle nf persun makmg'reques

[lprincipal [teacher [ parent [Jother

& Req ueatur sign ature.
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LETTER OF ABSENCE

1stwarning
Date 2" warning
Dear 3" warning
You were missed at a Parent Advisory Council meeting held on . In order to

best represent your school and continue to have a productive year, we need all members to attend
as many School PAC meetings as possible. Your feedback and ideas are needed to continue
improving the education of Bridgeport’s students. And to increase parental engagement across
the school, we need to come together to share ideas and support.

In accordance with the PAC bylaws, Article V, Section IlI:

“The membership of the School Parent Advisory Council can vote to remove any School
Executive Board officer by majority vote of the members in attendance, announced at the
prior scheduled meeting who:
1. Has missed three meetings;
2. Fails to satisfy their duties and requirements;
3. Whose personal behavior in any way damages the organization’s reputation or
good will.”
After each absence a reminder letter will be sent to the Parent Representative and cc: (courtesy
copy) his/her Home School Coordinator and the Principal.

If you are unable to attend the monthly meetings, it is important that you notify the School PAC
President or PAC Secretary prior to the scheduled meeting. Our meetings are normally held

Keep in mind that consistent activism and involvement is the best way to achieve the goals
established by the Parent Advisory Council.

We look forward to seeing you at the next meeting scheduled for

Sincerely,

, School PAC President

, School PAC Secretary
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BRIDGEPORT SCHOOL DISTRICT

PARENT INVOLVEMENT BUDGET
MANAGEMENT TOOLKIT

3LE OF CONTENTS

1 Guidelines

2 Budget Plan Form

3 Budget Transfer Request Form
4 Purchasing Rules

5 Order Form

6 Bid Form _
Use this form to record quotations received from vendors by telephone.

7 Flowcharts

8 Sample Activity Timeline

| NOTE |Activity Report
This form will be provided separately from the Toolkit. ;
Wse this form to request custodial/security services for an extended day event,
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