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The official name of the organization is “Mothers’ Club of Mount Saint Joseph High School” (MSJMC)

Mission Statement 

The Mothers’ Club is designed to help parents, school administration and faculty develop a mutual understanding and appreciation of the mission of the school as well as foster a community among the mothers and female guardians of Mount Saint Joseph [the School] students. The Mothers’ Club provides programs and processes that engage the school families in spiritual, outreach, social, communications, service, and fundraising activities that further the mission of the school. In addition, the Mothers’ Club encourages alumni mothers and female guardians to participate in activities that maintain their connection with the MSJ community.

Membership and Dues

Any mother, grandmother, or female guardian of a student or graduate of the School may become a member of this organization.   Members may be admitted at any time. 
Members – all mothers/female guardians of current MSJ students are considered members of MSJMC
Alumni Members – all mothers, grandmothers, female guardians of MSJ alumni are considered alumni members of MSJMC

Dues and Fees - there are no required dues or fees to join MSJMC. Members are encouraged to make a one-time $20 donation to MSJMC.

Executive Board, Moderator, Officers & Committee Chairs
Moderator

Moderator- The Moderator is appointed by the School President and serves as the conduit between the MSJMC and the School.  The Moderator shall open and close meetings, support the events of the MC and represent the School. The following information needs to be coordinated through the moderator, website updates, social media updates, and facilities and security requests. The Moderator must be copied on any and all communication between Executive Board Member and Committee Chairs and the faculty or administration of MSJ for situational awareness.  


Executive Board

MSJMC is governed by the Executive Board.  

Executive Board Responsibilities 
· Attend all Executive Board, Committee Chair & General Membership meetings
· Support MC Events especially Welcome Tea, Communion Breakfast, Open House, Bingo 
· Make other Board members aware of any projects/events that require donations from school membership so we can coordinate asks across the community
· Obtain budget approval for any expenditures in advance of event
· Use supplies from MC closets prior to purchasing anything
· Clean-up & put away any supplies in MC closet
· Coordinate room reservations through Moderator as soon as possible
· Coordinate facility requests (tables/chairs) through Moderator at least two weeks prior to event
· Notify security of your presence on campus if at unusual times 

Executive Officers include: President, First Vice President, Second Vice President, Secretary, Treasurer, Communications Officer(s) and Parliamentarian(s). 

Executive Officer positions must be help by a current parent/guardian of a current MSJ student. No officer shall be eligible to serve in the same position for more than two consecutive school years unless there are no nominees for that position.

The Officers and their duties include:

President – The President shall preside at all meetings of the organization and of the Board; shall appoint all chairpersons of standing and special committees; shall be ex-officio a member of all committees, except the Nominating Committee; and shall coordinate the work of the officers and committees of the organization so that the object of the organization may be promoted. There shall be only one President. 

Additionally, the president is responsible for overseeing the following committees: Admissions & Recruitment, Alumni Moms, and Membership.

1st Vice-President & 2nd Vice President – The Vice Presidents shall, in their designated order, perform the duties of the President due to her absence or inability to serve and shall assist her as needed.  In the event the presidency becomes vacant, the First Vice President shall assume the office of President for the unexpired term, leaving the office of First Vice President vacant. The annual Mother-Son Communion Breakfast shall be the joint responsibility of the First and Second Vice Presidents.  The Vice Presidents coordinate speakers and refreshments for general meetings and they shall perform other duties as may be delegated. There shall be only one First and one Second Vice President 

Additionally, the 1st Vice President is responsible for overseeing the following committees: Bingo, Community Outreach, Faculty Special Events, and Hospitality.

Additionally, the 2nd Vice President is responsible for overseeing the following committees: Book Club, Saluting Our Mount Men, Student Special Events, and Trading Post.

Recording Secretary –The Recording Secretary shall keep the minutes of all general and Board meetings, shall provide the Executive Board with a copy of all minutes, shall notify the Board of all meetings,record all votes, and shall perform other such duties as may be delegated to her. Minutes shall be submitted for review of the President within one week of General and Board meetings. 

Treasurer – The Treasurer shall keep a full and accurate account of receipts and expenditures and shall coordinate with the School’s Business office monthly to ensure accuracy between the Club and School’s records. All monies shall be turned over as soon as possible to the MSJ Business Office or Mothers’ Club Moderator if the Business Office is not open. The Treasurer shall request disbursements by the MSJ Business Office as authorized by the President or Board. Any out of scope expenditure needs to be approved by the President unless the expenditure is over $500 then a Board vote must be held. The Treasurer shall present a financial statement at every meeting of the organization and at other times when requested by the President or Board and shall make a full report to the organization before the newly elected officers officially assume their duties. The organization’s books are audited by the MSJ Business Office on an ongoing basis. There shall be only one Treasurer.

Communications Officer(s) – The Communications Officer(s) is/are in charge of all external communications, including social media, newsletter, and website. The Communications Officer(s) also manages the document repository (G drive) of MSJMC materials to support the sharing of institutional knowledge.

Parliamentarian(s)– The Parliamentarian is usually the Immediate Past President or past officer of the MSJMC who provides historical perspective and support to the President. The Parliamentarian shall render final decisions on all questions of Parliamentary procedure and provide historical perspective and continuity with regard to the activities and mission of the MC. The Parliamentarian shall serve as Chairperson of any By-laws committee formed by the President.  There may be more than one past president/alumni mother serving as Parliamentarian(s). 


Motions/Voting/Consensus

Voting Members  

Voting Executive Board members include 1st Vice President, 2nd Vice President, Secretary,Treasurer, and Communication Officer. Prior to the vote, the President says, “Those in favor of the motion that… say “Aye”, and those opposed say “No.” After the vote, the President indicates “The motion is carried”, or “The motion is lost”.

In the event that there is a tie, the President will vote to break the tie. 

Officer Elections 

The Nominating Committee shall be formed at the March meeting and shall consist of at least three members, with the chairperson to be appointed by the President. The duties of the Nominating Committee shall be as follows: 
1. Distribute a copy of the election slate to all members of the organization before the May general meeting, nominating two candidates for each office, if possible. 
2. Nominations will originate from any member and/or self-nominations;
3. All nominations must be received 5 days prior to the election. If an office does not have a nominee, nominations may be made from the floor.  Each nominee should be present at the May meeting to confirm her willingness to be on the slate.
4. Present the slate at the May general meeting. 
5. Receive and count votes made by secret ballot at the May general meeting. 

Nominations from the Floor

Nominations from the floor may be taken for all offices before any elections take place. To open nominations from the floor, the Nominating Chair declares, “Nominations are now in order for the office of XXX. Are there nominations for XXX?” 

After each nomination, the Nominating Committee Chair repeats the name as having been nominated. For example, she may say, “Mum Joseph” has been nominated. Are there further nominations?” 
The process of making floor nominations is subject to the following rules: 
· Nominations don’t have to be seconded  
· One member shouldn’t offer more than one nomination to a position until all other members have had the opportunity to make nominations 
· A person can be nominated for more than one office  
· Nominations are taken for successive offices in the order the bylaws list them. 

Motions to close nominations are usually unnecessary because the nomination process simply continues until no one wants to make further nominations. When the nominations stop, the Nominating Committee Chair declares nominations closed and the elections proceed. 

Timeline for Elections and Executive Board Transition

March - Nominating committee shall be appointed by President. No one seeking election should be a member of the nominating committee.
April - Slate of nominees is shared at the General meeting and nominees provide brief introductions including previous experience.
May - Elections held at general meeting 	Comment by Mothers' Club: Who is allowed to vote? All members (current parents & alumni) 
I wish we would consider voting by e-ballot to increase our reach and make the process more democratic.
June - New executive board swearing in ceremony 
July 1st - New Executive Board assumes their positions     	

Committees of the MSJMC

Committees can be designated as needed by the Officers of MSJMC. Current Committees include:

1. Admissions & Recruitment
2. Alumni Moms
3. Bingo
4. Book Club
5. Community Outreach
6. Faculty Events
7. Hospitality
8. Membership
9. Saluting Our Mount Men
10. Student Events
11. Trading Post

The following events are the responsibility of each committee: 
Vice Presidents
Communion Breakfast (Fall)
Admissions/ Recruitment - Supports recruitment & middle school outreach
Open House Parent Ambassadors (Fall)
Assist Admissions Team at Middle School Events (Fall)
Incoming Class Meet & Greet Parent Ambassadors (Feb/March) 
Alumni – Keep Alumni moms engaged in the MSJ Community
Host Alumni events at least 2 x per year (Fall/Spring)
Holiday Vendor Fair & refreshments for December Meeting (December)
Book Club
Select books and coordinate Book club meetings (2 –4 times per year)
Bingo
Coordinate & sponsor Bingo – MC biggest / only fundraiser (February)
Community Outreach - Coordinate activities with our outreach partners in coordination with the Moderator and Administration
MBK Thanksgiving dinner (November)
Christmas Cards – MSJ Alumni in Military (November)
MBK Valentines sweets/treats (February)
MBK Casseroles/bagged lunches (ongoing)
Additional Events as appropriate (ongoing)
Faculty Events – Supports recognition of Faculty
Morning Munchies (Monthly 2nd Friday September – June)
Faculty Dinner for Parent – Teacher Conference Night (November)
Faculty Christmas Party (December)
Faculty / Student dinners for Freshman Interviews (January)
Hospitality - Welcome new families into the MSJ community
 Welcome Tea (September)
 Back to school Night (September)
 Open House (October/November)
 Incoming Freshman Meet & Greet Feb/March)
Membership - Recruits & registers new members
 Monthly Meetings (1st Tuesday of every month - September - June)
 Welcome Tea (September)
 Back to School Night (September)
 Incoming Freshman Class Meet & Greet (Feb/March)
 Incoming Class Orientation (June)
Saluting Our Mount Men - Independent publication to recognize our students
Promote and solicit for pages & organize book (Fall-Winter)
Distribute books to students (May/June)
Students Special Events - Supporting school events for the students
 Homecoming Dance Decorations & Refreshments (Fall)
 Support Student Council Events & Concessions
 NHS Induction Reception (Spring)
 Trading Post - Collects, organizes, & distributes gently used uniform clothing for free
 Monthly Meetings (1st Tuesday of every month September - May)
 Back To School Shop (August)
 Welcome Tea (September)
 In-School Events (quarterly) 
 End of Year Collection (June)

Chairwomen for each committee (can be co-chairs) can be self-selected by the current committee chair and/or appointed by the current-President and President-elect. Ideally, committee chairs should be active in the committee. Chairwomen should work with the Officers to build a Plan of Work and Budget for the year.

Committee Chair Responsibilities 
· Attend all Committee Chair & General Membership Meetings
· Reach out to volunteers interested in your committee early & often
· Reach out to those who have expressed interest in your committee for assistance before asking general MC members
· Keep your committee members up to date as to what the committee is doing
· Provide any relevant committee updates at General membership meetings
· If you cannot attend meeting, provide to Pres/VP for presentation and identify someone from the committee that will attend the meeting (in case there is committee specific questions or new volunteer interest) 
· Obtain budget approval for any expenditures in advance of event
· Complete post event evaluation form as needed	Comment by Jen Walker: Need to insert link to evaluation form - I don't know how to do this.	Comment by Mothers' Club: @jlwsunset2019@gmail.com who owns the original evaluation form? It would be best if ownership was transferred to this Google account. I can help with the link once we know where the original is - KR	Comment by Mothers' Club: Thank you Kelly! Jocelyn created it, I think I only have it via email.
· Use supplies from MC closets prior to purchasing anything
· Clean-up & put away any supplies in MC closet
· Coordinate room reservations through Moderator as soon as possible
· Coordinate facility requests (tables/chairs) through Moderator at least two weeks prior to event
· Notify security of your presence on campus if at unusual times 


If a Board Member or Committee Chair is found not to be fulfilling their duties, the Board, by majority vote, may remove that person from their position.
           	
Meetings and Calendar

The incoming President in consultation with the Moderator and pertinent committee chairs will draft a calendar.  Specifically, the Welcome Tea, Communion Breakfast and Bingo dates need to be coordinated with the respective committee chairs. The Moderator and  President attend the Super Calendar meeting, usually in June, scheduled by the MSJ Administration. In advance of the Super Calendar meeting all MC dates should be sent to the MSJ Administration. MC meetings will be the First Tuesday of every month including two joint-meetings with the Fathers’ Club usually in November and February.
 
The Executive Board and all committee chairs will attend all monthly meetings and be prepared to give a status report of their committees, as needed.  If a Committee Chair is unable to make the meeting they will need to send  someone in their place with knowledge of their committee to provide an update. All meeting dates will be published at the start of the school year. Officers and relevant Committee Chairs will meet monthly prior to the general meeting

    	Fiscal Year and Budget

The fiscal year will run from July 1st  to June 30th. The President in consultation with the Executive Board shall prepare and approve an annual budget by August 1st.  
· All expenditures over $500.00 must be approved by the Executive Board unless already approved in the annual budget.
· Each Committee Chair shall prepare an estimated budget for each of their events by July 15 to be submitted to the Executive Board.  
· All requests for reimbursement must be submitted via the Reimbursement Request Form to the MSJ Business Office with a copy to the Treasurer no later than 10 days after an event. 
· All monies collected during MC Events must be turned over to the Moderator at the end of the event  or submitted to the MSJ Business Office the next school day. 
           	
Amendments 

These Operating Procedures will replace all prior MSJMC Bylaws. 

Any amendments to these Operating Procedures can be updated by a majority vote of the Officers of MSJMC.  Operating Procedures will be reviewed bi-annually. 

All matters not covered by the Operating Procedures shall be governed by the current edition of Robert's Rules of Order, Newly Revised.

The Constitution and Bylaws/Operating Procedures of the Mothers’ Club of Mount Saint Joseph High School were adopted by the members on April 4, 1976. They were updated and approved in January, 1985; May, 1992; May, 1996; November, 8 2004; June, 2005; April, 2010; October 2017; October 2018;  May 2019, May 2021; and April 2023. 

