SINGLE VOLUNTEERS OF CAPE COD

BYLAWS


I    NAME

The name of this organization is Single Volunteers of Cape Cod (SVCC)

II    PURPOSE AND OBJECTIVE

The purpose of this organization is to foster community service while providing a vehicle for social interaction within its membership.

III     MEMBERSHIP

A. Membership Eligibility

Members must be at least 21 years of age and have a desire to volunteer. Upon joining members must be single; not married, engaged or in a committed relationship. Exceptions may be made at the discretion of the board provided there is full disclosure. Members must submit the signed application form, required fee, and adhere to the SVCC Guidelines. 


B.    Membership Responsibilities

A member in good standing is defined as one who upholds the objectives of SVCC, adheres to its guidelines and participates in at least (1) one service event per calendar year. 

IV    BOARD OF DIRECTORS

The Board of Directors, hereafter referred to as "the Board", is a group of elected or appointed members, who volunteer their time and are empowered to act for the organization as a whole for the benefit and advancement of SVCC in a manner consistent with the Articles of Incorporation and/or the Bylaws. 

The Officers of the Board consists of the President, the Vice President, Secretary, Treasurer and Ex-Officio. Other officers may be added by action of the board of directors. A board member may hold more than one position concurrently. When the sharing of responsibility is necessary to accomplish the Board’s work, other members of SVCC can be appointed as co-officers or co-chairpersons. After ratification by the Board, appointees will be granted full voting privileges. The Board of Directors consists of the officers, Volunteer Event Chairperson, Membership Chairperson, Social Event Chairperson, Webmaster and Publicity Chairperson.  Each elected and appointed member will serve a 1-year term, but is also eligible to be considered for re-election if he or she wishes.
Board meetings are to be held a minimum of quarterly. There must be a quorum including either the President or the Vice President to hold a meeting. A quorum is the simple majority of elected and appointed Board Members.  Business before the Board will be decided by a majority vote of those members present with exceptions as noted in this document. Board meeting attendance is limited to board members and those invited as a result of a majority vote. 

With the exception of the President, the Board has the power to appoint a member to fill a vacancy that occurs in an office or board position. Said appointee will serve the remainder of the 12-month term. If a vacancy occurs in the Presidency, the Vice President will assume the office of President and the Board will appoint a member to fill the vacancy in the Vice Presidency for the reminder of the term.


A. Duties of Officers and Board of Directors


1.   President

The President provides guidance to the officers and all others in positions of authority within SVCC, and oversight of their duties. He/she exercises general oversight of affairs of the organization and enforces the bylaws; chairs and sets the agendas for a minimum of four (4) board meetings annually. The President will attend all General Membership meetings. It is recommended that he/she attend committee meetings periodically to keep current on their needs. The President shall serve as the official spokesperson for SVCC. The President shall be authorized to sign checks and disperse cash amounts on behalf of SVCC as outlined in the bylaws. 
 2.   Vice President

The Vice President acts in place of the President in the event the President is absent from either a Board meeting or General meeting. The Vice President fills the remainder of the President's term in the event a vacancy occurs in the Presidency. It is recommended that he/she attend committee meetings periodically, and act as a liaison between the committees and the president. The Vice President will work with members to recruit, train and to determine a Team Leader for each event and will notify the Webmaster once a member volunteers to be Team Leader. 

 3.   Treasurer

The Treasurer maintains and reconciles all financial records of the organization, processes receipts and disbursements in a timely manner and is responsible for filing any required state and federal paperwork. The treasurer prepares a draft budget for the year and presents it to the Board for approval.  The Treasurer holds in trust all the financial resources of SVCC and shall be authorized to sign checks and disburse cash amounts on behalf of SVCC.   The Treasurer prepares financial reports for the Board and membership as directed by the President.  The board of directors shall authorize any disbursements in excess of $100 outside of the approved budget.
       
 4.  Secretary

The Secretary records the minutes of the Board meetings and other meetings as directed by the President and promptly distributes them to all members of the Board. The Secretary maintains records not specifically assigned to anyone else and sends and receives correspondence as appropriate. 

5.  Ex-Officio

The immediate past president will serve one year on the board as ex-officio in an advisory capacity and has privileges of an officer of the board. 
6.  Volunteer Event Chairperson (VEC)

The Volunteer Event Chairperson presides over the Volunteer Committee Meetings and provides overall leadership. This includes facilitating communication between the volunteer calendar keeper and/or Webmaster; and to soliciting volunteer opportunities. The VEC coordinates scheduling of volunteer events with the Social Event Chairperson and ensures that the volunteer guidelines are followed. The VEC will report to the general membership the success or challenges of each event. The VEC will monitor compliance with the SVCC Guidelines during volunteer.  The VEC provides a copy of each Request for Volunteers to the Webmaster and maintains a binder with all requests.
 7.   Social Event Chairperson (SEC)

The Social Event Chairperson provides overall leadership to the Social Committee, which includes researching various social events and venues and facilitating communication between the volunteer calendar keeper and/or Webmaster. The SEC coordinates scheduling of social events with the Volunteer Event Chairperson.

 8.  Membership Chairperson (MC)

The Membership Chairperson provides overall leadership for the Membership Committee and presides over Membership Committee Meetings. The MC will respond to requests for information and is responsible for recruiting and retaining members and ensures that new members are welcomed in a timely fashion to ensure new members are provided with appropriate new member information. The MC will oversee the mailing of brochures and application forms as requested and oversee the set up of the SVCC information table at the general meetings. The MC will maintain quarterly updates of the membership list and assist the secretary in determining voting requirements at any meeting or general election.

 9. Publicity Chairperson (PC)

The Publicity Chairperson is responsible for advertisement and promotion of SVCC. The PC provides overall leadership regarding communication and dissemination of information concerning SVCC to the public in general and acts as the media representative.  The PC publicizes SVCC activities by sending press releases and calendar listings to local media, preparing and distributing flyers to appropriate locations, and doing cross- promotions with groups that share similar values and goals. The PC answers inquiries in response to publicity as well as promotes SVCC among non-profit organizations to make them aware that our help is available. The PC will be responsible for maintaining a scrapbook consisting of all publicity, published articles and advertisements.  The PC shall also be responsible for sending all email notifications, including those with details of upcoming events, through Constant Contact to members and non-members. 

10. Webmaster  

 The Webmaster maintain SVCC's website. The Webmasters will work with the VEC and SEC to post volunteer and social opportunities on the website in a timely fashion and will maintain the organizations calendar of events.  The Webmaster will receive a copy of the submitted Volunteer Request Form and publishes a request for Team Leader and volunteers on the SVCC website.
 
B.     Responsibilities of All Officers and Board of Directors (BOD)   

All Officers and BOD shall attend all Board Meetings unless excused by the President. Any board member in possession of the membership list will keep it confidential. All members of the Board shall safeguard the privacy of the members of SVCC. No Officer or BOD shall use SVCC resources for financial or political gain and abide by the SVCC code of ethics. All members of the Board will ensure that SVCC activities are consistent with the By-Laws of SVCC and meet the SVCC guidelines. 

V  ELECTIONS

A.  Election of Officers

1. Nominating Committee

The current Board of Directors, in any year, will serve as the Nominating Committee and will compile a slate of officers prior to the annual election to be held in the fall; said slate to be provided to the general membership at said election.  This slate will include the positions of President, Vice President, Secretary and Treasurer. Each SVCC member in good standing shall have one vote at said election.

2. Term

The Board of Directors’ term will be one year, but any member may request re-election on the next year’s slate. A term is from January 1 through December 31.

3. Appointment of Committee Chairs and Webmaster
The Board of Directors, shall appoint the following:  Volunteer Event Chairperson, Social Event Chairperson, Membership Chairperson, Publicity Chairperson, and Webmaster who will serve for at least 1 year, but who may request reappointment. 

4. General Election  
Voting must be done in person and a secret ballot may be requested but only if 10 members request a secret ballot

B. Vacancies in Office

If an officer is no longer willing or able to serve, the position will be appointed by a majority vote of the BOD for the remainder of the term.


VI    CODE OF ETHICS

 SVCC members are expected to maintain a high level of integrity. As such, each member will adhere to established guidelines including but not limited to honoring the privacy of fellow members. All members will treat each other with respect, empathy and consideration. No members shall use SVCC resources for financial or political gain.  No member may obligate funds without prior approval of the President.


VII   SUSPENSION/REMOVAL

 A.  From an Elected Office

In addition to the conditions stated in the code of ethics, if a Board member misses two consecutive meetings or does not perform the duties of the position, he/she may be suspended or removed from office by a majority vote of the Board.

 B.  From General Membership

In addition to the conditions stated under SVCC and Code of Ethics, a member may be removed if he/she does not participate in at least 1 volunteer event per calendar year (adjusted for the time of year that the member joins). A member may be suspended for a designated period of time or removed permanently from SVCC for:

1. Misrepresenting himself or herself on the membership application

2. Misrepresenting the organization.

3. Violating the Volunteer and Social Guidelines, code of ethics and other prerequisites of the bylaws. 

A member will be notified in writing of a pending vote to remove him or her from membership in SVCC.  A majority vote of the Board is required to remove the member. The member may reapply for membership.


VIII   FINANCE

 A.  Budget/Fiduciary Responsibility

The Treasurer holds in trust all the financial resource of SVCC. Said resources are the property of the group as a whole and not any one individual.

The fiscal year is from January 1st to December 31st.  Within the first quarter of the fiscal year, the Treasurer will submit a proposed budget to the Board for approval. This budget will include the normal operating expenses, and estimated amounts to be assigned to membership and publicity needs, such as printing of brochures and posters. 

The Board has the authority to pay bills relating to the ordinary operating expenses, including phone bills, post office box, etc. The board of directors shall authorize any disbursements in excess of $100 outside of the approved budget. Members requesting reimbursement of expenses must submit their receipts to the Treasurer and obtain prior approval. No one is authorized to borrow funds on behalf of SVCC or use them for personal use. 

The Treasurer will provide monthly and year-end financial statements to the Board.

The SVCC bank account(s) will list the president and the treasurer on the accounts(s) and each will have check writing authority.

B.  Dispersal of Funds

In the event of the dissolution of SVCC, after all accounts are settled, any funds left will be distributed to one or more non-profit organization as voted by the board.


IX    GENERAL MEMBERSHIP MEETING

In addition to the annual meeting, other General Membership Meetings may be held at the discretion of the board. The President shall post notice of meetings to the membership at least 2 weeks prior to the general membership meeting. At the annual meeting members in good standing shall elect the officers of the Board.


X  AMENDMENT OF BYLAWS

SVCC bylaws may be amended and any new bylaws adopted with a majority board vote.


XI  ALL OTHER ISSUES

The Board of Directors will resolve all other issues at executive board meetings.  
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