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St. Elizabeth Area Catholic School 

Home and School Association By-Laws 

(Last updated September, 2011) 

“Every school in the Diocese has a Home & School Association composed of all families of the school and 

all the personnel of the school.  Leadership of the Home and School Association is selected to work directly 

with the principal.” 

(Diocese of Saginaw Policies and Procedures). 

Mission Statement 

In unity with the mission of St. Elizabeth Area Catholic School, the Home & School Association exists to 

promote the ideals of Catholic education and to nurture and foster family values. In an atmosphere of 

goodwill and cooperation between faculty, parents and community, Home & School provides financial 

support for the enhancement of the school programs. 

ARTICLE I:  Name 

The name of the organization shall be the St. Elizabeth Area Catholic School Home and School Association, 

hereafter called “Home & School”. 

ARTICLE II:  Organizational authority 

a. This Association works directly with the principal. 

b. This Association decides, by a majority vote, what fund raising events will be held and how to 

allocate funds that are raised. 

c. This Association does not get involved in parent concerns or grievance process, other than 

related to decisions taken by the Association in regards to allocation of funds and events 

organized. 

d. This Association shall not attempt to direct the curriculum activities of the school or to control its 

policies. 

ARTICLE III:  Purpose 

The purpose of Home and School shall be: 

a. To promote open communication among parents, teachers and administration. 

b. To promote good will and cooperation between and among parents, faculty, administration and 

St. Elizabeth parish. 

c. To provide parents and teachers with information to aid in all aspects of education, growth and 

development. 

d. To direct and coordinate parental support to St. Elizabeth Area Catholic School through 

assistance activities, social functions, family nights, and fundraisers. 

ARTICLE IV: Membership 

Membership shall consist of the parents and guardians of the students of St. Elizabeth Area Catholic School, 

the faculty and the administrator, the pastor, and school staff. 
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ARTICLE V: Election and tenure of officers 

A. The officers of Home and School shall consist of: 

1. President 

2. Vice President 

3. Secretary 

4. Treasurer 

B. The term for each officer shall be three (3) years, with one (1) year extensions available. 

C. Candidates for the positions are nominated or solicited by other members. 

D. Officers shall be elected by the members at the May meeting. 

E. New officers shall assume their office at the beginning of the fiscal year (July 1
st
). 

The President shall: 

a. Preside at all meetings. 

b. Work with the principal. 

c. Serve as a member of the School Committee and be the official spokesperson for Home 

and School. 

d. Have co-signature authority with the treasurer and school principal for all accounts of the 

Home and School. 

The Vice President shall: 

a. Be of equal rank to the president. 

b. Assume the duties of the president in his/her absence. 

c. Work in close cooperation with the president. 

d. Attend the School Committee meetings when the president cannot attend. 

e. Take office as the President of the Association when the president’s term is up, if desired. 

The Secretary shall: 

a. Record minutes of each meeting and make them available to the principal for publishing 

in the web page, photocopying, and distribution to all members, within one week of the 

meeting. 

b. Conduct the general correspondence of the Association. 

c. Be responsible for recording and correcting any amendments to the bylaws. 

The Treasurer shall: 

a. Have charge and keep charge for all funds belonging to the Association, maintaining 

records of all income, receipts and expenditures. 

b. Pay all bills as authorized by the Association. 

c. Provide a written report at each meeting of the Association, which is to be included in the 

minutes. 

d. Take room count of members present at each meeting and award $________ to the 

classroom teacher with the highest percentage of students represented.  The teacher must 

be present to receive the award.  If no teachers are present, no award will be given. 
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The President, Treasurer, Priest and Principal shall have the authority to choose a banking establishment for 

checking and/or savings accounts for the Association.  Checks must be signed by any two of the four listed 

above. 

All officers shall know the bylaws and shall abide by them.  They are responsible to make the bylaws 

known and followed by all members. 

Purchases of up to $150.00 can be decided by the officers in consultation with the principal and the 

president if a decision needs to be made in between meetings.  All purchases over $150.00 must be voted on 

and approved by two-thirds of the members present at a Home & School meeting. 

ARTICLE VII: Meetings 

Meetings of the Home and School shall be regularly held on the first Thursday of every month starting with 

the first Thursday in September and ending with the first Thursday in June. 

- Meetings shall last one hour. 

- Meeting dates may be changed if needed and special meetings may be called as necessary. 

- If school is cancelled due to inclement weather or any unforeseen circumstance on a day when a 

meeting is scheduled, the meeting will also be cancelled. 

- The first meeting of each year, typically the meeting in September, as well as the meeting in January, 

will be considered mandatory for all members. 

 

ARTICLE VIII: Amendments to the Bylaws 

These bylaws may be amended at any regular meeting of the Association by a two-thirds vote of the 

members present, provided notice has been given in writing at the previous regular business meeting. 

 

ARTICLE IX:  Order of Meetings 

The order of our business meetings shall include the following: 

Call to order 

Opening Prayer 

Approval of Minutes 

Pastor’s Report 

Principal’s Report 

Teachers’ Reports 

Treasurer’s Report 

Athletic Director’s Report 

Unfinished Business 
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New Business 

Adjournment 

 

ARTICLE X: Fundraisers / Funds Raised 

Section 1 

Established fundraisers, which generate over $4000 profit such as Soup Supper and $100 Dance, do not 

need yearly approval. All other fundraisers must be voted on and approved by the members. 

Section 2 

All major fundraisers should be scheduled and approved at the beginning of each school year.  Other 

fundraisers throughout the school year must be presented to the members for approval. 

 

Section 3 

A projected budget for Home & School will be prepared for the start of every school year.  All anticipated 

student activities for the school year are to be included in the projected budget. 

Section 4 

Every school year, Home & School will pay 25% of the Church Support no later than the end of every 

marking period, with the last payment being made at the end of the school year.  Payments may be made 

sooner if funds are available. 

Section 5 

The state of Michigan requires that taxes be paid on certain fundraisers. These taxes are due by the 15
th

 day 

of the month following the event. The treasurer will write a check to the parish the week following the 

event. 

Section 6 

The Association reserves the right to appoint two individuals to audit the funds reported on by the Treasurer. 

Section 7 

The Association shall keep enough money in its account to start the following year. A minimum amount 

will be determined at the May meeting. 
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Procedures for Handling & Reporting Fundraising Money 

St. Elizabeth Area Catholic School is responsible and accountable for the financial action of any 

organization that raises money in the name of the school.  Therefore, organizations involved in fundraising 

for a school project must follow the procedures established by the Diocese of Saginaw to protect 

occurrences of “fraud and abuse.”  These procedures protect not only the schools, but also the individuals 

entrusted with fundraising monies. 

Check Writing 

 All checks must contain two authorized signatures.  One of the signatures must be the principal. 

 Check requests must be completed before a check is written and signed. 

 If the check request is to reimburse for out-of-pocket expenses, receipts must accompany the request 

 If the check request is to pay a bill directly, a copy of the bill must be attached to the request. 

 Fundraising checks written for any capital improvements to the school must be processed through 

the Parish/School account. 

Counting/Depositing/Reporting  

 Money taken in from a fundraiser must not leave the school or event premises until it is counted. 

 Money must be counted by two unrelated people, in each other’s presence 

 An accounting sheet/receipt will be completed and signed by the two counters. One copy to be given 

to the principal, the other to the treasurer. 

 Money will be taken directly to the bank for deposit, or placed in the school safe until the next 

business day and then taken to the bank for deposit 

 The treasurer of Home and School will provide a copy of the monthly bank statement and prepare a 

monthly report summarizing the sources and amounts of income and the purposes and recipients of 

any checks written during the month.  This report will be given to the principal monthly, prior to any 

scheduled meetings.  The treasurer will also distribute the report at the monthly meetings. 

Taxes  

Taxes on fund raising activities must be paid by the 15
th

 day of the month following the event. A check will 

be written to the parish within a week of the event. 

 


