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克里夫蘭中文書院憲章 School Operational Guideline

名稱 Name 1.

組織名稱應為克里夫蘭中文書院，以下簡稱中文書院。

The name of the organization shall be The Chinese Academy of Cleveland (hereinafter 
referred to as the Academy).

基本政策與方針 Basic Policy and Purpose2.

組織：中文書院 Organization3.

會員及會員大會 : Membership and General Meeting of the Academy4.

董事會 Board of Trustees  5.

中文書院行政及會計年度為每年六月一日致翌年五月三十一日。6.

Fiscal Year - The fiscal year of the Chinese academy shall start on the first day of June and on 
the last day of May.

學校為中文書院執行憲章 2.2 的執行機構。7.

School  - The school is a division of the academy and executes the decisions and 
policies of the academy.

中文書院之友社為中文書院執行憲章2.3的執行機構。8.

Friends of the Chinese academy - Friends of the Chinese academy is another vision 
of the academy

本憲章之修改步驟。9.

Validation and Revision of the Charter    

Section 1 - Guideline 憲章
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基本政策與方針 Basic Policy and Purpose

2.1 中文書院為非營利機構  

The academy is a nonprofit organization。

2.2 開辦有關中華文化與語言課程  

The academy shall conduct educational and culture programs with the contents of 

Chinese language, art and history。

2.3 促進克里夫蘭之華人及其他居民對中華文化及語言之瞭解及興趣

The academy helps to promote the understanding and interest in Chinese culture 

among Chines-Americans and other interested residents of Greater Cleveland。

2.4 保持宗教及政治中立  

The Academy is neutral in both religion and politics。

Section 2 - Policy 基本政策
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組織：Organization 

中文書院由下列組成

3.1 會員大會 Membership of the Academy

3.2 董事會 Board of Trustees (See Section 5)

3.3.1    School organization / operational guideline

3.3.2    Principal - Principle –校長

3.3.3    Director of Academic Affairs –教務主任 (2019.Sept)  

3.3.4    Vice- Principal - Principle – Administration–行政副校長

3.3.5    Treasure –財務組長

3.3.6    Activity Director(s) –活動組長

3.3.7    Store Manager –福利社經理

3.3.8    Facility Manager(s) –校產組長

3.3.9    Education committee –教學委員會主任委員 (1999.May)

3.3 學校 School

3.4 中文書院之友社 Friends of the Chinese Academy (2020.May)

Section 3 - Organization 組織
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3.1    School organization / operational guideline

中文書院校務組織 (1998.Jan)

3.1中文書院校務組織及工作準則 (Standard Operating Procedure) - 2019.Sept

3.1.1組織

3.1.1.1學校設校長、副校長、教務主任各一人。任期從六月一日至次年五月三十一

日。

3.1.1.2學校並設財務組、文書組、活動組、福利社及總務組等。人數視需要由校長

決定並報請董事會核准。

3.1.1.3學校並聘請教師若干人，人數需要由校長及教務主任決定並報請董事會核准

聘任。

3.1.1.4請參照中文書院Manual Section 1.1.4 overall組織表。

3.1.1.5上列各項職稱、任期及職權請參照 Operation Guideline Section 3.3.2 

through 3.3.8。

3.1.2工作準則

3.1.2.1一般事項

3.1.2.1.1教務主任及教師可支領交通津貼。津貼款項由校長斟酌報請董事會核准。

3.1.2.1.2校務會議由校長主持

3.1.2.1.3教務會議由教務主任主持。其他各組視需要參加。

3.1.2.2課程之開設及收費 classes

一般課程包括(1)語言課 (2)文化課 (含歷史、地理、及藝術)，上課時間為星期

六上午。

Regular classes: the Chinese academy of Cleveland (CAC) Shall conduct 
regular classes in (1) Chinese language, and 2 Chinese culture (including art 
and history). Regular classes are held on Saturdays.

3.1.2.2.1一般課程

3.1.2.2.2學期

中文書院課程分上下學期:秋季班自九月初開學共計十四週(感恩節周末放假)，

春季班自一月下旬開學共十六週(復活節週末放假)。

SEMASTERS: the academy shall offer two semesters each year. The fall 

Section 3.1 中文書院校務組織
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SEMASTERS: the academy shall offer two semesters each year. The fall 
semester shall begin shortly after Labor Day and last for 14 weeks (no 
classes on the Thanksgiving weekend). The Spring semester shall begin in 
the third of fourth week of January and last for 16 weeks (no classes on the 
Saturday before Easter)

中文書院一般課程開設班級為幼稚班至九年級共十班。九年級後畢業。十年級

至十二年級為學後課程視需要由校長提報董事會同意後方能開設。

GRADES: The academy shall offer K to 9th grades normally. Each grade is 
taught for one year. There will be a graduation at the end of the 9th grade. 
Grade 10th to 12th will be offered only on special request and approved by 
the board.

3.1.2.2.3年級

特別班(如國畫班、太極拳、書法等)得視需要由校長須提報董事會同意後方能

開設。原則上每班須能收支平衡。

SPECIAL CLASSES: Special classes are offered only when there are 
sufficient interests. E.g. these classes shall be at least self-supported 
financially.

3.1.2.2.4特別班

3.1.2.3.1年齡

一般課程(幼稚班至九年級)是設計給學齡兒童及青少年。幼稚班入學年齡為五

足歲(當年十月三十一日以前出生)。

3.1.2.3.2入學申請

中文書院接受各類人士報名，不分人種、信仰、國籍、及性別。

3.1.2.3.3分班

中文書院依學生的中文能力及年齡分班。原則上幼稚班為五至六歲。其他年級

則由老師及家長視學生之能力及意向自由彈性調整其年級。而年級之決定一般

由家長、任課老師及教務主任共同決定。校長有最後裁判權。

3.1.2.3.4特別班

特別班入學資格無特殊規定，原則上由足夠人數及收支平衡下便開班。人數不

足時學校得取消原訂課程並退回已繳費用。若開學˙後因故取消課程時則照比例

退回學費。

3.1.2.3學費及雜費

3.1.2.4.一般課程 (幼稚班至九年級語言及文化課)

1997-1998學費為成人班每人每學期$55，小孩附屬課程班(書法、民族舞蹈等)

每人每學期$45。特別班之開設以四人以上為原則。由校長提經董事會同意。

3.1.2.3入學資格
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3.1.2.4.3退費規定

學期開學後三個星期內因故自動退學者得申請退費(但需扣除$10手續費)，開學

三星期後概不退費。

3.1.2.4.4插班規定

學期中插班入學須由任課老師及教務主任同意。原則上仍須繳全額學費。

3.1.2.5低收入家庭學費優待

3.1.2.5.1學費

中文書院對低收入家庭(家庭年輸入低於$20,000者)子女之學費有優待規定(只

限一般課程)。

3.1.2.5.2獎學金

校長得依照規定提名兩位全額(或四位半額)優待獎學金給低收入家庭子女，然

後由董事會同意後執行。獎學金名額之增加與否由董事會決定。
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3.2 校長: 任期、職權及工作準則 (Standard Operating Procedure) -

2019.Sept

3.2.1 任期: 由董事會聘請，為期一年。通常由副校長晉升。

3.2.2 職權:

向董事會負責並執行董事會有關學校決策。1.

出席董事會並報告校務現況。2.

向董事會推薦副校長及教務主任。3.

聘請及解聘中文書院教職員。4.

召開校務會議接洽學校場地。5.

安排特別課程及執行其它日常校務。6.

負責學生在校課間之秩序與活動。7.

安排上課期間值日職員及值日家長。8.

行政上對外代表中文書院。9.

Update 工作準則。10.

協調 student council 活動。11.

3.2.3工作準則

新校長移交並聘請教務主任ƺ

June•

暑期班開學。ƺ

通知文書準備並寄發明年度註冊通知及picnic時間和地點。ƺ

通知活動組準備picnic有關事宜。ƺ

July  •

picnicƺ

秋季班開學前校務會議，計畫明年一年的活動。ƺ

August•

準備秋季班行事曆、值日職員(包含董事長、校長、副校長及總務組長)及

值日家長輪值表，並交由文書於開學後印發。

ƺ

與教務主任共同安排各年級教室。ƺ

與財務共同負責有關註冊及收費事宜。ƺ

開學後第一星期，通知教務主任班級初步人數統計。

September•

Section 3.2 Principal -校長
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開學後第一星期，通知教務主任班級初步人數統計。ƺ

整理學生名冊及通訊錄並交由文書於開學後第三星期印發。ƺ

通知及協助活動組準備期中聚餐有關事宜。ƺ

October•

清理舊書，預估春季班學生人數，向僑委會洽領新書。(申請單會由僑委會

寄給校長)

ƺ

通知活動組準備期末聚餐有關事宜。ƺ

通知文書準備"中文書院簡訊”，並於十二月第一個星期六印發。ƺ

通知文書準備春季班註冊單，並於十二月第一個星期六印發。ƺ

November•

協助活動組準備期末聚餐有關事宜。ƺ

December•

準備春季班行事曆，並交由文書於開學後印發。ƺ

春季班開學前校務會議，計畫春季班的活動。ƺ

與財務共同負責有關註冊及收費事宜。ƺ

開學後第一星期，通知教務主任各班初步人數統計。ƺ

整理學生名冊及通訊錄並交由文書於開學後第三星期印發。ƺ

January•

夏令營工作分組(如由中文書院主辦)。ƺ

通知活動組準備冬季活動。ƺ

February•

開始籌畫暑期班有關事宜。ƺ

March•

與董事會及活動組共同籌畫期末結業典禮。ƺ

通知文書準備”中文書院簡訊”，並於五月第一個星期六印發。ƺ

清理舊書，預估明年度學生人數，向僑委會洽領新書。(申請單會由僑委會

寄給校長)

ƺ

April•

主辦期末結業典禮。ƺ

暑期班及夏令營工作review。ƺ

通知教堂新校長人選。ƺ

決定暑期的 schedule 及及下學年度 schedule及 donation金額並提交董事

會討論及通過。

ƺ

校務總檢討。

May•
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校務總檢討。ƺ

年度portfolio(例行性)，重要文件portfolio(包括董事會決議、教堂信件、僑

委會信件及其它現任校長認為重要的文件)。

ƺ

移交項目:•
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3.3教務主任:任期、職權及工作準則 (Standard Operating 

Procedure) - 2019.Sept

3.3.1 任期: 由董事會聘請，為期一年。

3.3.2 職責:

召開教務會議。1.

安排及分配教職。2.

安排級分配教室。3.

協助教師改進教學方法及內容。4.

充當家長和教師的橋樑。5.

安排演講和壁報比賽事宜。6.

安排家長會事宜。7.

收取教學進度表及補充教材以供下年度教師參考。8.

整理及補充課本、練習簿及作業簿。9.

Update 工作準則。10.

3.3.3 工作準則

上學期

暑假期間安排秋季班教師名單。把秋季班的教材及教學進度表交給教師。新教

師特別找時間引導他們。整理補充課本。幼稚班的課本和練習簿預先購買。

1.

秋季班開學前一周開第一次教務會議。把課本、作業簿(每位學生兩

本)、binder(每位學生一個)、點券交給教師。

2.

秋季班開學第二週，收集各班教師的parent note及進度表。3.

秋季班開學第七週，開第二次教師會議。檢討並改進教學(12:00~12:30午餐; 

12:30~1:30開會)。計畫家長會。將空白成績單交給老師。

4.

秋季班開學第八週，開家長會。決定春季班演講和壁報比賽題目內容。5.

秋季班開學第十四週，請教師將成績單交給學生。把春季班進度表交給老師。

將春季班演講和壁報比賽guideline發給家長和教師。

6.

下學期

寒假期間安排春季班教師名單。如有新教師，特別找時間引導他們。通知文書

影印點券、guideline及出席成績表格。

1.

春季班開學前一週，開第三次教師會議。討論演講壁報比賽及期末表演內容。

Section 3.3 Director of Academic Affairs–教務主任  
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春季班開學前一週，開第三次教師會議。討論演講壁報比賽及期末表演內容。

把點券及出席成績表格發給教師。

2.

春季班開學第二週，收集各班教師的parent note及進度表。清點課本並將數目

通知校長以便向僑委會申請補充。

3.

春季班開學第七週，開第四次教務會議。檢討並改進教學(12:00~12:30午餐; 

12:30~1:30開會)。確定演講和壁報比賽進行順利。將空白成績單交給教師。

4.

春季班開學第八週，確定評審員名單。把資料影印好。確定第幾週演講和壁報

比賽。

5.

春季班開學第十四週，把受獎名單整理好。請教師準備open house材料。6.

春季班開學第十五週，購買獎品。7.

春季班開學第十六週，結業典禮、頒獎。請教師把成績單交給學生。請教師交

回整學年借用教材。

8.
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3.4 副校長兼文書任期、職權及工作準則 (Standard Operating Procedure) -

2019.Sept

任期一年1.

由董事會文書兼任2.

3.4.1 任期及產生

印製各種表格(註冊單、成績單、通訊錄...)、餐券、獎勵勸、各項通知(校務、活動...)1.

保管複印機。2.

複印教學資料。3.

擔任董事會和校務會議紀錄。4.

保管、整理各種表格、書信和各項記錄。5.

協助校長update中文書院manual為移交項目之一。6.

3.4.2職權及工作準則

Section 3.4 Vice - Principle, Administration - 行政副校長
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3.5 財務任期、職權及工作準則 (Standard Operating Procedure) - 2019.Sept

任期一年•

由董事會財務兼任•

3.5.1 任期及產生

3.5.2職權及工作準則

When new treasurer comes on the board in late summer:

Change signatories:1.
At present, two people are authorized signers, the chairman of the board and the 
treasurer (Board approved, July 97’)
Change address so all mail will go to the treasurer.2.
Review account periodically.3.

Fidelity Investments:1.

Change signatories:1.
Only one signer needed for checks to be valid, any of the offices can sign although 
the treasurer is the one who usually signs the check.
Change address so all statement will go to the treasurer.2.
Review insurance policy periodically with Principal to ensure that we have the most 
up-to-date coverage.

3.

Key Bank:2.

When school starts in the fall and throughout the year:
Pay insurance premium to the Fidelity Group, in September.3.

Balance payable in February.
Pay half of the rent and custodian fee to Church of St. Dominic in September.4.

Collect all monies (tuition, kitchen revenues, donations, etc…) and deposit into checking 
account at Key Bank.

5.

Record tuition collected on each family’s application so that the principal will also have a record 
of payment.

6.

Reimburse expenses to those who turn in valid receipts.7.
Prepare financial statement for review at board meetings.8.

Director of Curriculum will furnish list of teachers and salary amount.
Pay teachers’ salaries midway through the semester and at the end of September.9.

Reconcile bank statements monthly.10.
Process anything that has to do with money.11.

Section 3.5 Treasure –財務組長
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3.6 活動組長任期、職權及工作準則 (Standard Operating Procedure) -

2019.Sept

任期一年1.

可由董事若干人兼任2.

3.6.1 任期及產生

配合校長之全年計畫，擬定全年度之各項活動即日期。1.

八月底開學前迎新烤肉ƺ

十月底至十一月中期中聚餐ƺ

十二月中期末聚餐ƺ

二月底之冬季活動ƺ

四月初期中聚餐ƺ

五月底期末聚餐ƺ

往年參考活動如下:2.

安排各項活動之負責人、任務分配ƺ

活動通知ƺ

場地的安排、接洽、布置及善後處理ƺ

器材準備ƺ

通知文書印製餐券ƺ

發售餐券ƺ

餐點的準備ƺ

工作準則3.

3.6.2職權及工作準則

Section 3.6 Activity Director(s) –活動組長
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3.7 福利社經理任期、職權及工作準則 (Standard Operating Procedure) -

2019.Sept

3.7.1 任期及產生

任期一年1.

可由董事若干人兼任2.

3.7.2  工作準則

負責於下課時間供應點心，讓學生以點券交換點心，也可以用現金購買。1.

安排家長輪流製作點心。2.

負責採購果汁、餅乾、糖果等可儲存的點心及紙杯、紙盤、刀叉、湯匙及紙巾等用品。3.

財務自給自足，家長製作的點心可以申請材料費，若有盈餘繳給財務組處理。4.

點券以一年為限，不得使用過期點券。5.

負責布置廚房點心，並清理廚房。6.

準備茶水。7.

Section 3.7 Store Manager –福利社經理
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3.8 校產組長任期職權及工作準則 (Standard Operating Procedure) - 2019.Sept

任期一年•

可由董事兼任•

3.8.1 任期及產生

負責update學校財產清冊。ƺ

負責找人修理校產視需要決定。ƺ

負責教室平面圖、桌椅安排位置圖。ƺ

3.8.2.1 校產

負責update圖書館借用規則、目錄。ƺ

協調值日職員monitoring圖書、錄影帶、錄音帶收藏的借出、還入籍罰款等。ƺ

與校長和教務主任密切聯繫收藏品之來源。ƺ

3.8.2.2 圖書館

3.8.2.3 其他校產事項

3.8.2職權及工作準則  

Section 3.8 Facility Manager(s) –校產組長
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3.9 教學委員會 (Standard Operating Procedure) - 2019.Sept

3.9.1 組織

屬學校組織之一，設主任委員一人，委員若干人。

3.9.2 任期及產生

主任委員由校長遴選，董事會聘請，任期一年(?)，連選得連任。•

委員由主任委員遴選，任期一年，連選得連任。•

教務主任為當然委員。•

3.9.3 職權

研究及評估有關中文教學之政策及方針。•

主任委員得參加教務會議，並視需要列席董事會。•

與教務主任、教師密切聯繫，發揮配合協調功能。•

3.9.4 主要任務

目前文化課程目的、目標之設訂，教材之編訂與選用。•

語言課程之教材選用，教學內容及教學方法之改進。•

漢語拼音教學之可行性及教學評估。•

補充教材之搜集。•

現在師資之培育及未來師資來源之發掘。•

其他有關中文教學之規則。•

Section 3.9  Education committee -教學委員會主任委員
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會員 Membership  

會員資格 Membership Eligibility1.

當然會員

̂ ῇ Ҋ̃ץ ֲ Ҭ Ȃ̂ ѿֲ̆ ԋ

ֲ̃  

Natural membership includes parents or guardians (not more than two) of the Academy 
students under age 18.

一般會員

任何成年者均可申請加入中文書院，經董事會贊成通過始生效。

General membership application can be made by any adult. The membership shall be 
valid only after the approval by the Board of Trustees.

會費 Membership Dues2.

會員須繳納年費，年費由董事會決定。

All members shall pay annual dues. The amount of annual dues and due date shall be 
decided by the board of trustees.

Membership Due is defined as any PAID tuition, each paid student registration form counts as 1 
vote. (2019.Sept)

Section 4 - Membership 會員
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董事會由九位董事組成  1.

The Board of Trustees shall have nine members.

董事由會員大會選舉產生，會員大會因故可罷免董事。2.

The Trustees shall be elected or removed by the membership of the 
Academy.

董事會之組成、產生及罷免  Organization of the board and election of the 

trustees

1.

董事任期三年，連選得連任。3.

The Trustees shall serve overlapping three-year terms, and may be re-
elected to serve consecutive terms.

董事每年改選三名。4.

The membership of the Academy shall elect three trustees every year.

董事因事出缺須補選。5.

When a vacancy arises, an election shall be held to fill the vacancy. The 
newly elected trustee shall serve out the remaining term.

董事互選董事長、副董事長、文書及財務，為組織法定。6.

董事會 Board of Trustees

The trustees shall elect officers of the Board: a chairman, a vice chairman, a 
secretary and a treasurer.

董事長連選得連任一次。7.

The Chairman shall serve an one-year term and may be re-elected to serve 
second consecutive term.

董事會得因故罷免董事長、副董事長、文書及財務。8.

Any officer may be removed from office by the Board of Trustees for failure 
to perform his/her prescribed duties.

董事會每年至少舉行四次常會。1.

The Board of Trustees shall have a minimum of four regular meetings per 
year.

董事會之召開 Meetings of the Board of Trustees2.

開會合法人數為董事人數三分之二或以上方能成會。2.

Section 5 - Board of Trustees 董事會
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The quorum for Board meetings shall be two-thirds of the members of the 
Board

應董事長之要求 Shall be called by the chairman, or1.

應二位或二位以上董事之要求 Shall be requested by two or more 

trustees

2.

臨時會議之召開：Special meetings:3.

一般議案由成會董事人數之二分之一或以上贊成方能生效。4.

General issues shall start validation when one-half or more of the present 
Trustees pass.

重大議案由成會董事人數三分之二或以上贊成方能生效。5.

Major issues shall start validation when two-thirds or more of the present 
Trustees pass.

一般或重大議案由董事會半數以上決定  6.

The Board of the Trustees shall decide whether an issue is a general or a 
major one by majority vote.

維護中文學校之基本政策及方針。1.

The board shall set policies for the academy in fulfilling its purpose

決定一切有關中文書院方案，對會員大會負責。2.

The board shall vote on proposals or issues concerning the Chinese 
academy

對外為法定的代理人。3.

The board shall legally represent the academy publicly.

董事會之職權：Responsibilities of the Board of Trustees3.

聘請及解聘校長、副校長及教務主任。4.

The board shall appoint and dismiss principal, vice-
principal, administration, vice principal and academic counselor of the 
school.

核定校長及教務主任提議的校務計畫、學生學費、教職員津貼、及其他財務

事項。

5.

The Board shall make decisions of tuition, teacher salary, major financial 
issues and school plans proposed by the Principal and Vice Principals.

擇定學校場地。
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擇定學校場地。6.

The Board shall decide on the location of the school

組成特別小組研究專門問題。7.

The board can form a special committee as needed for a special event or 
issue.

得指派審核小組審查書院或學校財務。8.

The board can appoint an audit committee to audit the financial records of 
the academy.

董事長對內召開會議並兼任會議主席。法律上對外代表董事會及中文書院，

並執行董事會決策。

1.

The chairperson shall arrange the board meetings, be the chairperson of the 
meetings, represent the Board and the academy publicly, and execute the 
decisions of the board.

副董事長協助董事長執行董事會決策，當董事長無法執行職務時全權代理

之。

2.

The vice chairperson shall assist the chairperson and assume the 
responsibilities of the chairperson when the chairperson is unable to carry 
out his/her responsibilities due to absence of illness.

文書兼學校文書，保存董事會紀錄。保管及整理各種書信文件。3.

The secretary shall keep minutes of the Board meetings, keep record of the 
major events of the academy, keep all correspondences custody of legal 
and all other documents of the board with the exception of financial 
document.

財務兼學校財務，綜管中文學校一切財務，保管學校基金，並定期在董事會

做財務報告。

4.

The treasurer shall have custody of the funds of the academy, collect and 
distribute funds of the academy, maintain a complete record of the receipts 
and payments, and make a report on the financial condition of the academy 
at each regular meeting of the board.

董事之職權 Responsibilities of Trustees4.

董事得支援並兼任校務工作。5.

The trustees may take school officer’s duties when needed.
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5.1  Chairperson of the board  (董事長)

董事長任期、權職及工作準則 (Standard Operating Procedure)

任期即產生

任期一年，參照中文書院憲章1.

由董事會產生，通常由校長晉升2.

召開董事會，並任主席，對外代表董事會，法律上代表中文書院，並交董事

會決議給學校執行。

ƺ

負責 update 中文書院 Manual 並列移交項目給下屆董事會。ƺ

職權3.

於六、七月由卸任董事長召開移交檢討會，同時選舉新董事長，然後由新董

事長召開第一次董事會產生副董事長、文書及財務並聘請中文書院之友社社

長。

ƺ

於開學前召開董事會，對新年度校長所提之校務工作計畫進行審核、討論和

通過。

ƺ

於十一、十二月督促中文書院之友社進行募款活動。在第一學期結業時向會

員們報告董事會進行情形。

ƺ

於三、四月召開董事會檢討該年度財務狀況，提名下屆董事，並聘下屆正副

校長及教務主任。

ƺ

於五月召開及主持會員大會報告董事會工作狀況並選舉新任董事。(通常與

結業典禮同時舉行)

ƺ

工作準則4.

Section 5.1 Chairperson of the board  董事長
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5.2 Ԋ ֜ : 

Corperate 

The IRS, nonprofit organization identification documentation and number1.

Statement of continued existence of corporation not for profit  a.
Corporate certificateb.
Original corporation documentsc.

State of Ohio2.

Completed form C-1023.
Form AGO (Original appointment of statutory agent)4.
Meeting Minutes5.
Please refer to trustee meeting minutes which is possessed by chairman of the board of 
trustees 

6.

Section 5.2 Corporate 
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中文書院行政及會計年度

中文書院行政及會計年度為每年六月一日致翌年五月三十一日。

Fiscal Year - The fiscal year of the Chinese academy shall start on the first day of 
June and on the last day of May.

Section 6 - Fiscal Year 行政及會計年度
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中文書院執行機構

學校為中文書院執行憲章2.2的執行機構。

School - The school is a division of the academy and executes the decisions and policies of the 
academy.  

Section 7 - School 執行機構
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中文書院之友社 (Friends of CAoC)

中文書院之友社為中文書院執行憲章2.3的執行機構。

Friends of the Chinese academy - Friends of the Chinese academy is another vision of the 
academy

The friends of the Academy is a sub-committee of the Chinese academy of Cleveland Inc. 
(hereinafter referred to as the Academy), a non-profit Ohio corporation and is at all times subject 
to the said Corporation for its continued existence and all activities.

The main purpose of Friends of the Academy is to help with financial and other supports for the 
Academy.  

Friends of the Chinese Academy of Cleveland By-Law (1998.May)

General1.

The name of the organization is Friends of the Chinese Academy of Cleveland (hereinafter 
referred to as Friends of the Academy)  

1.

The friends of the Academy is a sub-committee of the Chinese academy of Cleveland Inc. 
(hereinafter referred to as the Academy), a non-profit Ohio corporation and is at all times 
subject to the said Corporation for its continued existence and all activities.

2.

The main purpose of Friends of the Academy is to help with financial and other supports 
for the Academy.  

3.

Membership2.

All families, current and past, that participate in the Academy are automatically members 
of Friends of the Academy

1.

Membership in Friends of the academy shall be open to any individual or family interested 
in its purpose.

2.

All members are equally entitled to all membership privileges.3.

Governance3.

The Friends of the Academy shall be governed by an executive Council, which has 
responsibility over policy formulation and operations, with the approval and guidance of the 
Board of the Trustees of the Academy.

1.

The Executive Council is headed by a president who is appointed by the Board of Trustee 
of the Academy.

2.

The president can appoint up to four members to be the members of the executive 
council.

3.

The members of the executive council shall serve a one year term and can be re-
appointed.

4.

The treasure of the academy shall serve as treasure of the friends of the academy.5.
The president of the executive council, if not a member of the board of the academy, shall 
be an ex-official member of the board of trustees; and he/she shall report for the Friends of 
the academy as a subcommittee of the board of Trustees of the academy.

6.

Program4.

The Friends of the academy shall be responsible for the fund-raising activities of the 
academy

1.

The executive council shall promote cultural and social interest of the membership, and 2.

Section 8 - Friends of CAoC 中文書院之友社
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The executive council shall promote cultural and social interest of the membership, and 
organize and sponsor programs for the members.

2.

Miscellaneous5.

Presentation by the executive council to the board of the trustees of the academy.a.
Approval by the board of trustees of the academy.b.

Changes in the by-law shall become effective after successfully completing the following 
two steps:

1.

Executive council shall accept for consideration proposals for change in the by-law from 
the members

2.
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憲章修改步驟 Revision 

本憲章之修改須經下列步驟方能生效Ǜ

Validation and Revision of the Charter

9.1 由董事會成立憲章委員會言擬提議條款。

The board of trustees appoint a special committee to review, discuss and propose a new 
revision.

9.2 由董事會以重大議案處理。

Members to delegate the reviewing, editing and voting Bylaws changes to a Bylaws revision 
committee that's made up with 3 members from the current Board of Trustees and final approval 
to be obtained by approval from majority of the Board of Trustees. (2019.Sept)

9.3 由董事會三分之二以上贊成修改提議始生效。

The revision of all future voting procedure for CAoC will be revised to electronic ballot.

The operating procedure wording will be separated by the Bylaws and to be reviewed by 
Principal and the Director of Academic Affairs. 

Bylaw committee will work with School Administrators to include the modifications of the 
Standard Operating Procedures (SOP) that governs the daily operation of the school in the 
Appendix section of the By-Law. 

Final review and approval for SOP to be delegated to the school administrators after submit 
change requests to board of trustee review and majority approval.   (2019.Sept)

9.4 若中文版憲章與英文版憲章有衝突時，以中文版為根據。

If there is any discrepancy, the Chinese version shall supersede the English version.

Section 9 - Revision 修改步驟
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1998 - 2018

1998.May: Approved by The Board of Trustee (董事會) on May 1, 1998•

Approved by The General Meeting of The Academy on May 16, 1998•
1999.May: Updated May 1, 1999, Education committee –教學委員會主任委員 (5/1/99)•

May 1999: Draft 2/26/99 by ḍֹ, approved 5/9/99 Ԋ•
May 2017: Baseline bylaw created by using a printed copy (last updated on May 1st 1999) 
typed by Sharon Lin (English version) 

•

Nov 2018: Chinese version typed by Yao & merged with the English version by Sharon Lin.•
Dec 2018: Accepted and approved by Board of trustee as the new digital copy on 12/8/2018. 
Following amendments are proposed to be reviewed & approved by the 1st general 
membership meeting in 2019-2010 school year to be announced immediately following the 
2018 graduation ceremony:  

•

2019

2019.Sept: Voted by membership to revise the ByLaw (Sept 21st, 2019)  •

2020

2020.May: 1st Draft of the ByLaw revision reviewed by members of the Board (5/23/2020)  •

Appendix - ByLaw Revision History
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1.1.3

8/84修改

克里夫蘭中文書院憲章

基本政策與方針1.

保持宗教與政治中立。1.

開辦有關中華文化與語言課程。2.

促進克里夫蘭之華人及其他居民對中華文化及語言之瞭解及興趣。3.

組織：中文書院由下列組成2.

會員大會1.

董事會2.

學校3.

中文書院之友社4.

會員大會

ᴽ

董事會

ᴽ

學校中文書院之友社

ʘȢʘʘʘʘʘʘʘᴽ

會員資格及會費：3.

當然會員：1.

中文學校未成年學生（十八歲以下）之家長（最少一位、最多二位）為克城中文書院

當然會員。入費手續與學生入校同時辦理。

一般會員：2.

任何成年者均可申請加入中文書院，經會員投票，四分之三票數通過者。

會費：3.

會員須繳納入會費U.S. $1.00及年費U.S. $1.00̙

會員大會：4.

選舉董事會。1.

修訂克城中文書院憲章。2.

會員大會每年至少召開一次，臨時大會可由董事會或十分之一的會員要求召開。3.

會員大會合法人數為二分之一以上會員出席。4.

董事會之職權

Revision - 1984.Aug
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維護中文書院之基本政策及方針。1.

決定一切有關中文書院方案，對會員大會負責。2.

聘請及解聘校長及副校長。3.

決定學生學費、教職員津貼及其他有關財務事項。4.

擇定學校場地。5.

組成特別小組，研究專門問題，向董事會提供意見。6.

每年至少舉行四次常會。7.

應董事長之要求。1.

應二位或二位以上董事之要求。2.

臨時會議之召開。8.

開會合法人數為三分之二或以上董事人數。9.

指派審核小組，每年審查中文書院財務，並向董事會報告。10.

董事會之職權5.

董事會組成：6.

董事會由九位董事組成，互選董事長、副董事長、文書及財務各一人。

董事長：1.

任期：一年，連選得連任一次。

對內召開會議，兼任會議主席，對外代表董事會。1.

執行董事會決策。2.

職務：

副董事長：2.

任期：一年，連選得連任。

協助董事長執行董事會決策。1.

董事長無法執行職務時由副董事長全權代理。2.

職務：

中文書院會計年度為每年九月一日至翌年八月三十一日。7.

中文學校為中文書院政策執行機構，組織、章程見附錄I。8.

中文書院之友社為中文書院募款附屬組織，章程見附錄II。9.
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中文書院校務組織 (January 1, 1998)

學校設校長、副校長、教務主任、教學委員會組任委員(5/99)各一人。1.

學校設財務組、文書組、活動組、福利社、校產組若干人。人數視需要由校長決定並報請董事會

核准。

2.

學校聘請教師若干人，人數視需要由校長及教務主任決定並報請董事會核准。3.

請參照中文書院Manual Section 1.1.4 overall組織表。4.

上列各項職稱、任期及職權請參照Operation Guideline Section 3。5.

1.1.6

Revision - 1998.Jan
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Friends of the Chinese Academy of Cleveland By-Law (revised 5/16/98)

The name of the organization is Friends of the Chinese Academy of 
Cleveland (hereinafter referred to as Friends of the Academy)  

1.

The friends of the Academy is a sub-committee of the Chinese academy of 
Cleveland Inc. (hereinafter referred to as the Academy), a non-profit Ohio 
corporation and is at all times subject to the said Corporation for its continued 
existence and all activities.

2.

The main purpose of Friends of the Academy is to help with financial and 
other supports for the Academy.  

3.

General1.

All families, current and past, that participate in the Academy are 
automatically members of Friends of the Academy

1.

Membership in Friends of the academy shall be open to any individual or 
family interested in its purpose.

2.

All members are equally entitled to all membership privileges.3.

Membership2.

The Friends of the Academy shall be governed by an executive Council, 
which has responsibility over policy formulation and operations, with the 
approval and guidance of the Board of the Trustees of the Academy.

1.

The Executive Council is headed by a president who is appointed by the 
Board of Trustee of the Academy.

2.

The president can appoint up to four members to be the members of the 
executive council.

3.

The members of the executive council shall serve a one year term and can be 
re-appointed.

4.

The treasure of the academy shall serve as treasure of the friends of the 
academy.

5.

The president of the executive council, if not a member of the board of the 
academy, shall be an ex-official member of the board of trustees; and he/she 
shall report for the Friends of the academy as a subcommittee of the board of 
Trustees of the academy.

6.

Governance3.

The Friends of the academy shall be responsible for the fund-raising activities 
of the academy

1.

The executive council shall promote cultural and social interest of the 
membership, and organize and sponsor programs for the members.

2.

Program   4.

Presentation by the executive council to the board of the trustees of the 
academy.

1.

Approval by the board of trustees of the academy.2.

Changes in the by-law shall become effective after successfully completing 
the following two steps:

1.

Executive council shall accept for consideration proposals for change in the 
by-law from the members

2.

Miscellaneous5.

==========

Revision - 1998.May
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2.1董市長任期、權職及工作準則

2.1.1 任期即產生

任期一年，參照中文書院憲章1.

由董事會產生，通常由校長晉升2.

2.1.2 職權

召開董事會，並任主席，對外代表董事會，法律上代表中文書院，並交董事會決議給

學校執行。

1.

負責update中文書院Manual並列移交項目給下屆董事會。2.

2.1.3 工作準則

於六、七月由卸任董事長召開移交檢討會，同時選舉新董事長，然後由新董事長召開

第一次董事會產生副董事長、文書及財務並聘請中文書院之友社社長。

1.

於開學前召開董事會，對新年度校長所提之校務工作計畫進行審核、討論和通過。2.

於十一、十二月督促中文書院之友社進行募款活動。在第一學期結業時向會員們報告

董事會進行情形。

3.

於三、四月召開董事會檢討該年度財務狀況，提名下屆董事，並聘下屆正副校長及教

務主任。

4.

於五月召開及主持會員大會報告董事會工作狀況並選舉新任董事。(通常與結業典禮

同時舉行)

5.
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By-Law Vote 9/21/2019

Revision - 2019.Sept - ByLaw Vote
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__ Delegate __ Agree __ Disagree I agree that the current CAoC Bylaws is in need of revision and 
delegate the reviewing, editing and voting Bylaws changes to 
a Bylaws revision committee that's made up with 3 members 
from the current Board of Trustees and final approval to be 
obtained by approval from majority of the Board of Trustees. 

__ Delegate __  Agree __ Disagree I agree the revision of all future voting procedure for CAoC 
from using paper ballot to electronic ballot.

__ Delegate __  Agree __ Disagree I agree the separating of the operating procedure wording 
from current Bylaws. 

Bylaw committee will work with each department and create 
Standard Operating Procedures (SOP) that governs the daily 
operation of the school. 

Final review and approval for SOP to be delegated to the 
school administrators after submit change requests to board 
of trustee review and majority approval.   

__ Delegate __  Agree __ Disagree I agree the change of the English title of  ᾨ Ѯү from Vice 

Principle Academic to Director of Academic Affairs.

__ Delegate __ Agree __ Disagree I agree the revision of Bylaws to add clarification of annual 
membership due to the following: 

Membership Due is defined as any PAID tuition, each paid 
student registration form counts as 1 vote.
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** Begin Archive (Before 2019.Sept) **

會員及會員大會

Membership and General Meeting of the Academy

會員資格 Membership Eligibility1.

當然會員  1.

̂ ῇ Ҋ̃ץ ֲ Ҭ Ȃ̂

ѿֲ̆ ԋֲ̃  

Natural membership includes parents or guardians (not more than two) of 
the Academy students under age 18.

一般會員2.

任何成年者均可申請加入中文書院，經董事會贊成通過始生效。

General membership application can be made by any adult. The 
membership shall be valid only after the approval by the Board of Trustees.

會費 Membership Dues2.

會員須繳納年費，年費由董事會決定。

All members shall pay annual dues. The amount of annual dues and due date 
shall be decided by the board of trustees.

董事名額及組成請見本章程 Section 5

See Section 5.1 for the numbers of trustees

選舉與罷免董事 Election and removal of Trustees.1.

Revision of the Charter. See section 9

修訂本憲章，請參照 Section 9  2.

Discussion and vote on important issues of the academy

討論及決定由董事會提出有關中文書院的重要提案  3.

會員大會職責：Responsibilities of the General Meeting3.

Section 4 - Membership 會員 (archive)
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會員大會每年至少召開一次，臨時大會可由董事會或五分之一以上的會員要

求召開之。

1.

The membership of the Academy shall hold at least one general meeting 
per year. Special meetings may be called by the Board of Trustees or one 
fifth of the membership.

會員大會成會法定人數為二分之一以上會員出席。2.

The quorum or meetings shall be one half of the membership

會員大會之召開及法定人數 General Meeting and Quorum4.

** End Archive (Before 2019.Sept) **
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** Begin Archive (Before 2019.Sept) **

憲章修改步驟 Revision 

本憲章之修改須經下列步驟方能生效Ǜ

Validation and Revision of the Charter

9.1 由董事會成立憲章委員會言擬提議條款。

The board of trustees appoint a special committee to review, discuss and propose a 
new revision.

9.2 由董事會以重大議案處理。（請參照 section 5.2.5）  

Validation or revision of the charter shall be approved by two-thirds of present members 
of the Trustees in a regular Board meeting. See section: 5.2.5
delegate the reviewing, editing and voting Bylaws changes to a Bylaws revision 
committee that's made up with 3 members from the current Board of Trustees and final 
approval to be obtained by approval from majority of the Board of Trustees.

9.3 由會員大會三分之二以上贊成始生效。

Validation or revision shall be finalized by two-thirds of the membership of the 
academy

9.4 若中文版憲章與英文版憲章有衝突時，以中文版為根據。

If there is any discrepancy, the Chinese version shall supersede the English version.

** End Archive (Before 2019.Sept) **

Section 9 - Revision 修改步驟 (archive)
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Replaced "Church" with "School"•
Replaced "Room Mother(s)" with "Room Parent(s)"•

Revision - 2020.May - Org Chart Text
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