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Section 1 - Guideline =

I

o B R E o E R E 2 School Operational Guideline

. %4f% Name

AHAR TR IE Ry R oCE BT - DU ocE b -

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

. EABEREL ¢t Basic Policy and Purpose
. 4H& - d3ERT Organization
. B KREEAK® : Membership and General Meeting of the Academy

. TIE® Board of Trustees

. PERETBR R EEREEANA—BERERAA=1+—H -

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

the last day of May.

. BRRTSCERETER 2.2 BT -

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

policies of the academy.

. FOCEBRZ A R OCEE TR 2. SHVH T -

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

of the academy

. AREZEBUCR -

Validation and Revision of the Charter
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Section 2 - Policy EEAF SR

FHORFCSREE 77 %1 Basic Policy and Purpose

2.1

The academy is a nonprofit organization

2.2

The academy shall conduct educational and culture programs with the contents of
Chinese language, art and history

2.3

The academy helps to promote the understanding and interest in Chinese culture
among Chines-Americans and other interested residents of Greater Cleveland

2.4

The Academy is neutral in both religion and politics
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Section 3 - Organization

Organization

3.1
3.2
3.3

3.3.1
3.3.2

3.3.3
3.34
3.3.5
3.3.6
3.3.7
3.3.8
3.3.9

3.4

Membership of the Academy

Board of Trustees (See Section 5)

School

School organization / operational guideline

Principal - Principle - %+

Director of Academic Affairs - Z#% 1+ (2019.Sept)
Vice- Principal - Principle - Administration - 7T g &
Treasure - HAE4HE

Activity Director(s) - ;EEN4HE

Store Manager - EFItH4%H

Facility Manager(s) - KEHE

Education committee - #HEFH 5o F(FFHE (1999.May)

Friends of the Chinese Academy (2020.May)
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Section 3.1

3.1 School organization / operational guideline

(1998.Jan)

3.1 (Standard Operating Procedure) - 2019.Sept
3.1.1

3111

3.1.1.2

3.1.1.3

3.1.14 Manual Section 1.1.4 overall

3.1.15 Operation Guideline Section 3.3.2

through 3.3.8

3.1.2

3.1.2.1

3.1.2.1.1

3.1.2.1.2

3.1.2.1.3

3.1.2.2 classes

3.1.2.2.1

1) (2) ( )

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.

3.1.2.2.2
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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)

3.1.2.2.3

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.

31224

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

3.1.2.3
3.1.23.1

( )

3.1.2.3.2

3.1.2.3.3

3.1.2.34

3.1.2.3
3.1.2.4. ( )

1997-1998 $55 (
$45
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3.1.243

3.1.24.4

3.1.25

3.1.251

3.1.25.2

$20,000 )
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Section 3.2 Principal - i &

3.2 : (Standard Operating Procedure) -
2019.Sept

3.2.1

3.2.2

© ©® N o 0 A~ D

=
o

Update

[EnN
=

student council

3.2.3

e June

e July
£l
El picnic
3 pichic
. August_ .
3 picnic
£l

e September

3 ( )
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October
S

November
S

S

December
S

January
£l

MW W W W

February
£l
E]

March

April

May

MW W W W

review

schedule

schedule

donation
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3 portfolio( ) portfolio(
)
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Section 3.3 Director of Academic Affairs - ZZ# 3+

33 : (Standard Operating
Procedure) - 2019.Sept

3.3.1

w
w
N

© N o g s~ w P

9.
10. Update

3.3.3

) binder( )
parent note
(12:00~12:30
12:30~1:30 )

guideline

guideline
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parent note
(12:00~12:30 ;

12:30~1:30 )

open house
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Section 3.4 Vice - Principle, Administration - {TIXEIK &

34 (Standard Operating Procedure) -
2019.Sept

3.4.1
1.
2.

S N N

update manual
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10.
11.

Section 3.5 Treasure - BA#%4HE

35 (Standard Operating Procedure) - 2019.Sept

3.5.1

3.5.2

When new treasurer comes on the board in late summer:

Fidelity Investments:
1. Change signatories:
At present, two people are authorized signers, the chairman of the board and the
treasurer (Board approved, July 97°)
2. Change address so all mail will go to the treasurer.
3. Review account periodically.
Key Bank:
1. Change signatories:
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.
2. Change address so all statement will go to the treasurer.
3. Review insurance policy periodically with Principal to ensure that we have the most
up-to-date coverage.
When school starts in the fall and throughout the year:
Pay insurance premium to the Fidelity Group, in September.
Pay half of the rent and custodian fee to Church of St. Dominic in September.
Balance payable in February.
Collect all monies (tuition, kitchen revenues, donations, etc...) and deposit into checking
account at Key Bank.
Record tuition collected on each family’s application so that the principal will also have a record
of payment.
Reimburse expenses to those who turn in valid receipts.
Prepare financial statement for review at board meetings.
Pay teachers’ salaries midway through the semester and at the end of September.
Director of Curriculum will furnish list of teachers and salary amount.
Reconcile bank statements monthly.
Process anything that has to do with money.
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Section 3.6 Activity Director(s) - ;G820 E

3.6 (Standard Operating Procedure) -
2019.Sept

3.6.1

MW MW W W W W

MW W W W W W W
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Section 3.7 Store Manager - fEFI+ 4%

3.7 (Standard Operating Procedure) -
2019.Sept

3.7.1

1.
2.

3.7.2

N o g M w D P
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Section 3.8 Facility Manager(s) - W ELHE

3.8

3.8.1

3.8.2
3.8.2.1
3 update

3.8.2.2
3 update

3 monitoring

3.8.2.3

(Standard Operating Procedure) - 2019.Sept
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Section 3.9 Education committee - ZHEF E @ T (FFH

3.9 (Standard Operating Procedure) - 2019.Sept

3.9.1

3.9.2

. ?)
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Section 4 - Membership

Membership
1. Membership Eligibility
MRy W . T A" W, H

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

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

2. Membership Dues

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)
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Section 5 - Board of Trustees

Board of Trustees

1. Organization of the board and election of the
trustees

The Board of Trustees shall have nine members.

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

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

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

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

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

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

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

2. Meetings of the Board of Trustees

The Board of Trustees shall have a minimum of four regular meetings per
year.
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The quorum for Board meetings shall be two-thirds of the members of the
Board

Special meetings:
1. Shall be called by the chairman, or

2. Shall be requested by two or more
trustees

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

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

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

Responsibilities of the Board of Trustees

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

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

The board shall legally represent the academy publicly.

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

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

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

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

Responsibilities of Trustees

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.

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.

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.

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.

The trustees may take school officer's duties when needed.
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Section 5.1 Chairperson of the board

5.1 Chairperson of the board ( )

(Standard Operating Procedure)

3 update Manual
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Section 5.2 Corporate

4

52 K

Corperate

1. The IRS, nonprofit organization identification documentation and number
2. State of Ohio
a. Statement of continued existence of corporation not for profit
b. Corporate certificate
c. Original corporation documents
Completed form C-102
Form AGO (Original appointment of statutory agent)
Meeting Minutes
Please refer to trustee meeting minutes which is possessed by chairman of the board of
trustees

ook w
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Section 6 - Fiscal Year

Fiscal Year - The fiscal year of the Chinese academy shall start on the first day of
June and on the last day of May.
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Section 7 - School

2.2

School - The school is a division of the academy and executes the decisions and policies of the
academy.
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Section 8 - Friends of CAoC

(Friends of CAoC)

2.3

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)

1. General

1.

2.

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

2. Membership

1.

2.

3.

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

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

All members are equally entitled to all membership privileges.

3. Governance

1.

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.

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

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

council.

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

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

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.

4. Program

1.

The Friends of the academy shall be responsible for the fund-raising activities of the
academy
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2. The executive council shall promote cultural and social interest of the membership, and
organize and sponsor programs for the members.

5. Miscellaneous

1. Changes in the by-law shall become effective after successfully completing the following

two steps:
a. Presentation by the executive council to the board of the trustees of the academy.

b. Approval by the board of trustees of the academy.
2. Executive council shall accept for consideration proposals for change in the by-law from
the members
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Section 9 - Revision

Revision

0
Validation and Revision of the Charter

9.1

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

9.2

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

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

If there is any discrepancy, the Chinese version shall supersede the English version.
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Appendix - ByLaw Revision History

1998 - 2018

e 1998.May: Approved by The Board of Trustee (&%) on May 1, 1998

* Approved by The General Meeting of The Academy on May 16, 1998

e 1999.May: Updated May 1, 1999, Education committee - ZHEFH5&& L {FFH 5 (5/1/99)

¢ May 1999: Draft 2/26/99 by d  , approved 5/9/99 Hu

+ 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
e 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)
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Revision - 1998.Jan

(January 1, 1998)

(5/99)

Manual Section 1.1.4 overall

Operation Guideline Section 3

1.16
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Revision - 1998.May

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

1. General

1.

2.

3.

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

2. Membership

1.

2.

3.

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

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

All members are equally entitled to all membership privileges.

3. Governance

1.

4. Program

1.

2.

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

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

executive council.

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

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

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.

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

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

5. Miscellaneous

1.

2.

Changes in the by-law shall become effective after successfully completing
the following two steps:
1. Presentation by the executive council to the board of the trustees of the
academy.
2. Approval by the board of trustees of the academy.
Executive council shall accept for consideration proposals for change in the
by-law from the members
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2.1

211

2.1.2

2. update Manual

2.13
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Revision - 2019.Sept - ByLaw Vote

By-Law Vote 9/21/2019

Ballot BoX |

Pt
’ : -
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___Delegate ___Agree | __ Disagree | 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 | agree the revision of all future voting procedure for CAoC
from using paper ballot to electronic ballot.

___Delegate __ Agree | __ Disagree | 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 |agree the change of the English title of Q 3y from Vice
Principle Academic to Director of Academic Affairs.

__Delegate __Agree  __ Disagree | 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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Section 4 - Membership (archive)

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

Membership and General Meeting of the Academy

1. Membership Eligibility

- ~

W H,

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

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

2. Membership Dues

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

3. Responsibilities of the General Meeting
1. Election and removal of Trustees.

Section 5
See Section 5.1 for the numbers of trustees

2. Section 9

Revision of the Charter. See section 9

Discussion and vote on important issues of the academy
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4, General Meeting and Quorum

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.

The quorum or meetings shall be one half of the membership
** End Archive (Before 2019.Sept) **
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Section 9 - Revision (archive)

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

Revision

0
Validation and Revision of the Charter

9.1

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

9.2 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

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

9.4

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

** End Archive (Before 2019.Sept) **
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Revision - 2020.May - Org Chart Text

e Replaced "Church" with "School"
¢ Replaced "Room Mother(s)" with "Room Parent(s)"
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