Advisory Council By-Laws Review
 Checklist
*=minimum requirements       (=Review and update at least every two years
· Name of Council * 

· Purpose of Council section *
· To include that AC assists in hiring center coordinator

· Membership section * (containing the following statements): 

· Composition (ratio parents/school/community/students)

· Diversity 

· Selection process for new members (
· How will new parent members be selected (Coordinator nominates? Parent reps nominate?)

· How will new community members be selected (Coordinator nominates? Community reps nominate?) 

· How will new school members be selected (Coordinator nominates? School reps nominate?) 

· If YSC, How will new student members be selected (Coordinator nominates? Staff nominate?)
· Length of term (
· Process for removing non-active members (
· Who are ex-officio members?
· Decision-making strategy *(
· Consensus or formal vote?

· Need quorum? What constitutes quorum?
· Officers *(
· Which “officer positions” will the Council have?

· How chosen

· Length of term

· Meetings *
· How often? (“Every other month, year around”)
· How will members be notified? 

· Who calls special meetings?

· How meetings are conducted (Roberts Rules of Order or other?)

· Amendments*
· Process for amending By-Laws (
· Narratives regarding special expenditures *(
· Detailed criteria and annual limits per family for WELFARE/BASIC NEEDS and EMERGENCY assistance, plus annual center limit spending 

· Detailed criteria and annual center limit for expenditures on FOOD
· Detailed criteria and annual center limit for expenditures on individual AWARDS, RECOGNITION, or  INCENTIVES 

· Detailed criteria  and annual center limit for expenditures on TRAVEL for other than Center staff 
· Narrative regarding hiring of new coordinator * (
· Detailed procedure for how advisory council will be involved in the HIRING OF A NEW COORDINATOR  

· Who from the council will be involved? (How are they selected?)  

· How will AC be involved? (i.e. Screen applications, Interview, Recommend candidate)
· Dates By-Laws are reviewed and revised by Advisory Council
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