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IVYWOOD PARENT ORGANIZATION

Ivywood Classical Academy’s School Board has established the Ivywood Parent Organization to
support the school’s mission, vision, and core virtues. The IPO organizes committees and activities that
are designed to help the school flourish. The group consists of task-oriented committees whose
purpose is encouraging and coordinating parent volunteerism to achieve defined goals that directly
support and improve the programs and culture of the school. All parents, guardians, academy staff, and
community members are encouraged to attend regular meetings and actively participate in the tasks,
events, and activities coordinated by this group. IPO meetings are the primary opportunity to obtain
information and engage in discussions about ways to support the school’s mission, vision, and core
virtues.

The Ivywood Parent Organization may support and collaborate with the Fundraising & Community
Relations Coordinator for the fundraising efforts of Ivywood Classical Academy, but it will not be a
stand-alone, tax exempt, non-profit organization. Ivywood Classical Academy is itself a non-profit
organization with 501(c)3 status.

The School Board, Ivywood Principal and Superintendent reserve the right to create, remove, or
dissolve IPO’s committees and/or leadership in alignment with immediate priorities and the long-term
strategic priorities of the school. All volunteers must complete the Volunteer Waiver and Release form
prior to being allowed to actively participate as volunteers at the school.

The IPO Leadership Team works through the Principal to provide assistance for the planned activities
for the students or staff; however, the IPO does not have the authority to decide the activities or trips
in which the student group will participate. The parents and members of the IPO may provide
suggestions about particular activities; however, the Principal is responsible for the final decision.

Being a member of the IPO Leadership Team and Volunteering at the academy are privileges which
may be revoked by the Academy Principal or Board of Directors if there is a conflict of interest,
violation of confidentiality, or misalignment with the school’s virtues or mission. If a member of the
IPO Leadership Team or a volunteer’s presence becomes a distraction to staff or students, that
individual may be asked to limit his or her time at the school.

GENERAL INFORMATION

The Ivywood Parent Organization is a vital part of Ivywood Classical Academy. Volunteers are active
throughout the school year. Among other things, they serve as classroom or lunchroom volunteers, field
trip chaperones, March is Reading month ambassadors, and Field Day coordinators.

The IPO meets monthly throughout the school year. Meetings are held at Ivywood Classical
Academy. Meeting dates are published on the Ivywood website calendar, The Vine Newsletter, and
Ivywood Family Private Facebook page.



THE VINE NEWSLETTER

The Vine newsletter is sent out to all families via e-mail weekly throughout the school year. IPO
volunteers, the principal and school staff contribute articles and information to The Vine. This newsletter
will keep you up to date with activities and events at Ivywood Classical Academy.

PURPOSE of the IPO

● Maintain consistent communication for the academy’s stakeholders.

● Encourage family involvement in school activities.

● Oversee, with academy staff, school activities, and to submit recommendations that would
support and enhance the programs or activities of the academy.

● The IPO treasurer and ICA office manager will oversee the use of money donated to the IPO to
maximize the benefits for all students and staff.

● Coordinate volunteers to support and enhance the programs of the academy.

MEMBERSHIP

● Parents or legal guardians of children currently enrolled at Ivywood Classical Academy

● Current faculty and staff of Ivywood Classical Academy

● All members shall be voting members. In the event that a person holds more than one position
(i.e. multiple committees, or a leadership role within the IPO), they will have only one vote. The
Ivywood Principal shall make final decisions when a tie-breaking vote is necessary.

● Ivywood Parent Organization Members must be present at meetings to vote. No proxies are
allowed. Meetings may be held virtually depending on health or safety restrictions that may be
in place on the date of the meeting. Virtual attendance at such meetings will allow attendees to
be considered present for any items requiring a vote of the member.

IPO ORGANIZATION CONTACT LIST

The IPO membership/contact list/directory of this organization shall be for the exclusive use of the
organization and shall not be available for distribution or purchase by any other organization or
commercial entity.



VOLUNTEER CONFIDENTIALITY POLICY

IPO Leadership Team, IPO members and Volunteers may inadvertently have access to private
information and observe situations of a sensitive nature. Any information about students, grades,
faculty, etc. is to remain confidential. If an IPO Leadership Team member, IPO member and/or
volunteer has a concern involving something that is witnessed, observed, or overheard, it may only be
discussed privately with a faculty or staff member directly involved or interested, the Principal, or a
member of the School Board of Directors. If an IPO Leadership Team member, IPO member and/or
volunteer disregards this policy, the privilege of being an IPO Leadership Team member and/or
volunteering may be revoked.

CONFLICT OF INTEREST

IPO Leadership Team members, School Board members and/or their families shall not seek to use
their relation to this organization for financial, professional, business, employment, personal, and/or
political gain. A conflict of interest exists when IPO Leadership Team member(s) would have to
participate in the deliberation or decision of any issue of this organization while, at the same time, the
IPO Leadership Team member(s) and/or his/her extended family has financial, professional, business,
employment, personal and/or political interests outside the organization that could predispose or bias
the IPO Leadership Team to a particular view, goal or decision. IPO Leadership Team member(s) shall
promptly disclose any real or potential conflicts of interest (stating the nature of the conflict and
pertinent information as appropriate) between their duties for this organization and their or their
extended families’ financial, professional, business, employment, personal and/or political interests.
When a conflict of interest is declared, the IPO Leadership Team shall not use his/her personal
influence or position to affect the outcome of any vote and shall leave the room during deliberations
and voting. The minutes of the meeting shall reflect that a conflict of interest was declared.

IPO Leadership Team shall not:
● Seek to use the organization's name, influence, or resources for their own benefit or gain when

running for any public elected office or while serving as an elected official.
● Directly or indirectly seek to use their current organization position or the organization’s name

in support of or against any specific candidate for elected public office, in any situation which
is contrary to federal tax laws or the guidelines and policies of the organization.

PARENT ORGANIZATION LEADERSHIP TEAM ROLES

Expectations of all IPO Leadership Members:

○ Attend majority of IPO meetings, notify the team if unable to attend

○ Provide ideas and feedback to the team regarding IPO projects and initiatives



○ Take ownership of and complete projects or tasks as assigned/agreed on at IPO meetings

○ Communicate with the team (via email, shared Google docs, and/or private Facebook page)
regarding progress, updates, or needs

○ Have fun, ask for help when needed, and maintain a positive attitude!

Leadership team positions, and responsibilities of the IPO roles are:

★ Chairperson

○ Collaborate with Principal or their designee to prepare meeting agendas

○ Stay in regular communication with the Principal or their designee regarding the activities and
initiatives of the IPO

○ Provide leadership and direction to ensure the IPO is well aligned with the vision, mission, and
core virtues of the academy

○ Preside at general IPO meetings

○ Serve as the primary contact to the principal and represent the IPO at meetings of other groups
or organizations

○ Serve collaboratively with Co-chair as an ex-officio member of all IPO committees

○ Maintain official records of the IPO

★ Co-Chair

○ Preside at meetings and represent the IPO in the absence of the Chairperson

○ Stay in regular communication with the Principal or their designee regarding the activities and
initiatives of the IPO

○ Assist the Chairperson with official records of the IPO

○ Assist with preparations for IPO meetings

○ Serve as the volunteer coordinator for IPO activities and initiatives

○ Serve collaboratively with Chairperson as an ex-officio member of all IPO committees

★ Secretary

○ Record and maintain the minutes of IPO meetings

○ Submit Minutes of IPO meetings to the Principal or their designee within 7 days of each meeting



○ Assist the Chairperson in maintaining accurate and complete records of all IPO activities or
initiatives

★ Treasurer

○ Generate monthly reports for each IPO meeting

○ Collaborate with the Principal or their designee to coordinate fundraising initiatives

○ Collaborate with ICA staff member, designated by the academy Principal, who will serve as
Co-treasurer to assist with:

■ Purchase orders

■ Deposits

■ Maintaining accurate financial records

IPO Leadership team members shall assume their official duties on July 1 of the year in which they were
elected and shall serve for one school year, concluding their term on June 30 of the year following their
election. Individuals serving on the leadership team may only hold one elected position per term.
Members of the leadership team may serve for a maximum of four consecutive years. Following an
individual’s fourth consecutive term, he/she must take at least one year off before being elected to the
IPO Leadership Team again. It is recommended that members of the Leadership Team avoid serving for
longer than two consecutive years in the same position. However, in the event that none of the
Leadership Team wishes to run for the position and there are no new candidates, the current IPO Leads
and Ivywood Principal, shall determine the suitability of the current Leadership Team member filling a
position for an additional term.

Individuals in leadership roles must maintain status as a member of the IPO throughout their term. Any
member of the Leadership Team who is no longer eligible for membership is understood to have
resigned their position concurrent with their change of membership status.

ELECTIONS

IPO Leads shall be selected by simple majority vote of the members present at the May IPO meeting.
Elections will be held by secret ballot. Individuals who wish to submit their name for election to a
Leadership Team position shall do so by completing the Nominee Form which all Ivywood families will
receive via The Vine Newsletter a minimum of a month prior to the elections.  All nominees will be
asked to provide the following information: full name, position they would like to be elected to, current
grade level of their student(s), brief background of the individual and why they would like to be elected
for a selected position.  The names, qualifications, and brief biographical summary for each candidate
will be circulated through The Vine for consideration by all active members of the IPO.  Actively
campaigning for leadership positions is discouraged. Candidate signs, brochures, flyers, slogans, etc.



will not be allowed on school grounds and will not be circulated through any school communication
channels. The use of personal social media accounts to campaign for IPO leadership roles is likewise
discouraged.

A vacancy occurring midterm during any IPO Leadership member’s term shall be filled until June 30 th

by a person appointed by the academy Principal in collaboration with the remaining members of the IPO
Leadership Team, and Superintendent.

REMOVAL FROM OFFICE

An inability to fulfill the responsibilities of any individual in a Leadership position shall empower the
IPO Leadership Team members and Ivywood Principal, upon a two-thirds majority vote, to request a
member’s resignation or to remove the Leadership Team member from office. If the individual refuses to
resign, the Leadership Team members, Ivywood Principal and Superintendent shall be entitled, upon
two-thirds majority, to remove the IPO Lead from office. In consultation with the Board of Directors,
any individual of the IPO Leadership Team may be recalled with a two-thirds vote of the organization’s
membership present at any regularly scheduled meeting. The individual subject to removal shall be
given notice he or she is subject to removal, the basis of the removal, and an opportunity to be heard by
the IPO before a vote to removal will occur. An individual may be subject to removed based upon:

● Absence without excuse in excess of two consecutive board or two consecutive general
meetings;

● Dereliction of duties;
● Misappropriation of funds; or
● Any other reason proven to compromise the integrity of the IPO

VOLUNTEER CODE OF CONDUCT

● A volunteer shall always act in a professional manner in his/her relationship with students and
staff.

● A volunteer shall always leave personal observations and confidential information in the school.
● A volunteer shall only discuss grievances and suggestions with the principal, volunteer

coordinator or the IPO Chairperson.
● A volunteer shall always remember that students and teachers are relying on his/her commitment

to the program on a regular and consistent basis.
● A volunteer shall always remember that he/she is a helper in the school and is to work

cooperatively and under the direction of those in charge.
● A volunteer must contact the program coordinator if he/she is unable to fulfill the commitment.

If the volunteer fails to do so two consecutive times, the volunteer will be asked to leave the
program and a replacement will be sought.



● Volunteers shall always remember that the rewards for volunteer service do not include special
treatment or consideration for themselves or their children.

REVIEW (AUDIT) COMMITTEE

At the end of the fiscal year (June 30), a review of the organization’s financial records should be
conducted. The review should be performed by individuals who are independent from day-to-day
financial activities of the organization. Ideally, this should be performed by a group of three
individuals. The primary objectives of the  review are:

● Verify the accuracy of the financial reports; Ensure that the cash balances are accurate;
● Determine that established procedures for handling funds have been followed; Ensure that

expenditures occurred in a manner consistent with the academy’s bylaws; Ensure that all
revenues have been appropriately received and recorded;

● All members of the audit committee should sign a statement indicating their agreement with
the findings detailed in the report.

The Review Committee should make a report to the IPO membership upon completion of the review.
Any discrepancies noted should be brought to the attention of the IPO Chairperson, and academy
Principal and a resolution reached prior to presentation. All Leadership Team members of the IPO
shall make records available as requested by the committee.  Copies of final review/audit reports shall
be submitted to the Academy Principal by September 1 of each year.

SOCIAL NETWORKING GUIDELINES

We understand that questions and concerns may arise during the school year, please be sure to follow the
Channels of Communication guidelines prior to posting on social media.  When utilizing social media
please follow these guidelines.  As the adults in the Ivywood Community, we have the opportunity to
model for the children and our community appropriate ways to navigate the tricky waters of social
media. It is the intent of the academy that Ivywood stakeholders give them the best possible example of
how to reap the benefits and avoid the pitfalls.

Build Community - The purpose of the Ivywood Parent Organization is to build community. We will
make announcements, solicit volunteers and celebrate great things happening at Ivywood Classical
Academy.

Respect - Please address any issues that may arise with the specific individuals involved privately. All of
our staff members have email addresses posted on our school website, and an email is usually the best
first step in resolving an issue.



Virtuous - Before posting, double-check that your message is helpful, necessary and kind. Be certain that
your message supports the Ivywood Virtues – Courage, Respect, Excellence, Integrity, Humility, Self
Government, & Wonder.

Network - Use social media to network with families, post shout-outs and celebrations about great things
happening at Ivywood Classical Academy.

Value Others – IPO social media posts made should not include the following: negative, racial, slander,
vulgar, sexual or hate comments or postings; advertisements or sales pitches; political opinions and
posts.


