Adopted April 2007

Assistance League® of the Triangle Area

CHAPTER POLICIES

These policies relate to our standards of operation and help to direct our day-to-day responsibilities as members of the chapter.  While our policies do not need National Assistance League approval, they shall not conflict with National Assistance League policies.  All members of Assistance League of the Triangle Area shall be familiar with our chapter policies.

CHAPTER MAIL:
The President or designee shall check the mail two to three times per week.  Two people shall be present to open the mail and disperse as necessary.

CONFLICT OF INTEREST:

This policy applies to all members and non-member volunteers.

Purpose:

· To ensure the integrity and objectivity of our organization and the activities of our

membership through the disclosure and management of conflicts of interest
· To provide consistent guidelines and procedures for ethical transactions by our membership without regard to changing board members 

· To help the membership identify potential Conflicts of Interest and to create procedures to address and resolve them

· To retain tax-exempt status under Section 501(c) (3) of the Internal Revenue Code

· To comply with the ethical intent of The Better Business Bureau, National Charities Information Bureau and charity watchdog groups by providing a Conflict of Interest Policy as part of a well-managed nonprofit organization 
Conflict of Interest Terminology:

A. A Responsible Person is any member of this organization.

B. A Family Member is a spouse, parent, child or spouse of a child, brother, sister or spouse of a brother or sister, of a Responsible Person.

C. A Material Financial Interest in an entity is a financial interest of any kind, which, in view of all circumstances, is substantial enough that it would, or reasonably could, affect a Responsible Person’s or Family Member’s judgement with respect to transactions to which the entity is a party.

D. A Contract or Transaction is any agreement or relationship involving the sale or purchase of goods or services or the providing or receipt of a loan or grant, the establishment of any other type of pecuniary relationship. The making of a gift to this organization is not a Contract or Transaction.

Conflict of Interest Defined:

For purposes of this policy, the following circumstances shall be deemed to create a potential Conflict of Interest:

A. Outside Interests 
(i) A Contract or Transaction between Assistance League of the Triangle Area and a Responsible Person or Family Member.

(ii)
A Contract or Transaction between Assistance League of the Triangle Area and an entity in which a Responsible Person and/or Family Member has a Material Financial Interest or of which such person is a member, director, officer, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian, conservator or other legal representative.
B. Outside Activities 
(i) A Responsible Person competing with Assistance League of the Triangle Area in the rendering of services or in any other Contract or Transaction with a third party.

(ii) A Responsible Person’s having a Material Financial Interest in

or serving as a member, director, officer, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian, conservator or other legal representative of, or consultant to, an entity or individual that competes with Assistance League of the Triangle Area in the provision of services or in any other Contract or Transaction with a third party.

C.   Gifts, Gratuities and Entertainment.  A Responsible Person accepting gifts, 

        entertainment or other favors from an individual or entity that:

(i) does or is seeking to do business with Assistance League of the Triangle Area; 

(ii) received, is receiving or is seeking to receive a loan or grant, or to secure other financial commitments from Assistance League of the Triangle Area; 

under circumstances where it might be inferred as a personal benefit to the recipient or that such action was intended to influence or possibly would influence the Responsible Person in the performance of her duties.  This does not preclude the acceptance of items of nominal or insignificant value or entertainment of nominal or insignificant value, which are not related to any particular transaction or activity of Assistance League of the Triangle Area.

D.
Private Gain 
Membership in the Assistance League of the Triangle Area should abide by the same practices as those afforded to their customers.  

(i) The organization’s income or assets shall not be distributed to its members.  This does not preclude legitimate reimbursement expenses incurred on the behalf of the Assistance League of the Triangle Area.

(ii) Donations to our philanthropic programs, fundraising events or to Assistance League of the Triangle Area in general will not provide an advantage or gain for a member of our chapter.

(iii) The same benefits provided to our members will also apply to our customers.  

Procedures: 
A. Prior to Board or committee action on a Contract or Transaction involving a Conflict of Interest, any member having a Conflict of Interest and who is in attendance at the meeting shall disclose all facts material to the Conflict of Interest.  Such disclosure shall be reflected in the minutes of the meeting.

B. Any member who plans not to attend a meeting at which she has a reason to believe that the Board or committee will act on a matter in which the person has a Conflict of Interest shall disclose to the chairman of the meeting all facts material to the Conflict of Interest.  The chairman shall report the disclosure at the meeting and the disclosure shall be reflected in the minutes of the meeting.

C. A Responsible Person who has a Conflict of Interest shall not participate in or be permitted to hear the Board or committee’s discussion of the matter except to disclose material facts and to respond to questions.  Such person shall not attempt to exert her personal influence with respect to the matter, either at or outside the meeting.

D. A Responsible Person who has a Conflict of Interest with respect to a Contract or Transaction that will be voted on at a meeting shall not be counted in determining the presence of a quorum for purpose of the vote.  The person having a Conflict of Interest may not vote on the Contract or Transaction and shall not be present in the meeting room when the vote is taken, unless the vote is by secret ballot.  Such person’s ineligibility to vote shall be reflected in the minutes of the meeting.

E. Responsible Persons who are not members of the Board of Directors of Assistance League of the Triangle Area or who have a Conflict of Interest with respect to a potential Contract or Transaction that is not the subject of the Board or committee action, shall disclose to the chairman any Conflict of Interest that such Responsible Person has with respect to such Contract or Transaction.  Such disclosure shall be made as soon as the Conflict of Interest is known to the Responsible Person.  The Responsible Person shall refrain from any action that may affect Assistance League of the Triangle Area’s participation in such Contract or Transaction. 

F. The Board shall review and determine the significance of the incident or potential conflict and shall take appropriate action to resolve any actual Conflict of Interest.

Confidentiality: 
Each Responsible Person shall exercise care not to disclose confidential information acquired in connection with such status or information which might be adverse to the interests of Assistance League of the Triangle Area.  Furthermore, a Responsible Person shall not disclose or use information relating to the business of Assistance League of the Triangle Area for the personal profit or advantage of the Responsible Person or a Family Member.
Review of Policy: 
A. Each Member shall be required to review a copy of this policy and to acknowledge acceptance thereof and agree to be bound thereby in writing. This Conflict of Interest Policy shall be included in the Orientation Handbook for members.  Signed Conflict of Interest Policy forms shall be kept on file by the 

      V. P. Membership.

B. Each Responsible Person shall annually complete a disclosure form identifying any relationships, positions or circumstances in which the Responsible Person is involved that could contribute to a Conflict of Interest arising.  Such relationships, positions or circumstances might include service as a director of or consultant to a nonprofit organization or ownership of a business that might provide goods or services to Assistance League of the Triangle Area.   Any such information regarding business interests of a Responsible Person or a Family Member shall be treated as confidential and shall generally be made available only to the Executive Board, except to the extent disclosure is necessary in connection with the implementation of this policy.

C.  This policy shall be reviewed periodically and amended as appropriate by the Board of Directors.  Any changes to the policy shall be communicated to the membership.
CREDIT CARD:
The President and Treasurer shall hold credit cards.  

     (a) Charges shall be made for Chapter expenses only, including but not limited to:

          Program Services, Supporting Services, Management and General, Membership

          and Special Committees.

     (b) Estimated expenditures shall be submitted in writing via paper, fax or email with

           proper committee approval prior to being charged.

     (c) Prior to payment of credit card charges, the payment must be approved by two of

          the four elected check signers. 

     (d) Points earned on the credit cards may be used for airfare and hotel for the

          Delegates to any National Conference, and project and office supplies, with Board

          approval.

DONOR PRIVACY: 

This document sets forth the policy that Assistance League of the Triangle Area shall follow with respect to the contributions and privacy rights of donors as well as the responsibilities of the organization.

DONOR PRIVACY GENERAL STATEMENTS

 ■ Assistance League of the Triangle Area shall not copy, reproduce, publish, post, distribute, share or sell the name, personal contact information or description of donation of donor to any outside individual or business. Exceptions shall be those as required by law, requested in grant applications or in connection with bank credit and debit card transactions that may be made without prior knowledge or consent of the donor.
■ Assistance League of the Triangle Area does acknowledge donors by name and/or description of donation after the donors have given their written permission, in certain printed material such as the Newsletter, COMMUNITY LINK, website, brochure, press releases, direct mail campaign, chapter postcard, fact sheet, event invitations and program and video. A donor wishing to view samples of the publications may do so by contacting the chapter at P.O. Box 98477, Raleigh, NC 27624.
■ Assistance League of the Triangle Area will provide a form for new and continuing donors to complete and submit indicating that they approve or disapprove having their names and/or donation acknowledged on any of the printed materials mentioned above. All donations shall be treated individually so that multiple donations from a single donor shall receive the same consideration as if each were the first donation. 

■ When a donor chooses to opt out of any acknowledgement listings in printed material, the donor’s name and address will be made available only to the Board of Directors who are responsible for managing the business of the chapter.

■ Assistance League of the Triangle Area’s Donor Privacy Policy is available on its website www.altriangle.org or a copy will be mailed to a donor upon request.

■ All records of donations to Assistance League of the Triangle Area shall be maintained by the chapter according to the applicable standards of record retention in effect at the time of the donation.  All records will be maintained in a secure location as determined necessary and appropriate by the Board of Directors at the beginning of each fiscal year.  
■ The Corresponding Secretary will be the custodian of Donor Privacy Policy documents and Donor Privacy Response Forms as well as tracking donor 

contributions and privacy requests. Completed Donor Privacy Response Forms shall be kept on file for five (5) years.

■ A copy of the chapter’s Donor Privacy Policy shall be provided to each member in the Assistance League of the Triangle Orientation Handbook.
■ A copy of the National Assistance League® Donor Privacy Policy  
may be requested by members from the chapter President.
DONATIONS TO ASSISTANCE LEAGUE OF THE TRIANGLE AREA

■ Any individual, corporation or business may make contributions to Assistance League of the Triangle Area. Donations may be monetary or in-kind.

■ A donation to Assistance League of the Triangle Area may be restricted or unrestricted. Any restrictions shall be in writing. All restricted donations shall be used solely for the intended purpose and no other.

■ When a donation is received without a Donor Privacy Response Form or when the form is not completed, Assistance League of the Triangle Area shall send the donor the form requesting permission to release the donor’s name and/or donation amount. The donor shall sign, date the document and indicate wishes with respect to the donation and return the form.   
■ A letter to the donor shall be sent acknowledging the contribution, the amount of the donation and any restrictions on the donation.

■ The donor’s authorization to release or refuse the listing of the name and/or  

donation amount shall be in place for the fiscal year, June 1 to May 31, in which the donation was received and shall remain in effect for any publications that list donors for the fiscal year in which the donation is made. The donor may change the decision regarding the refusal to print the donor’s name and/or amount, but may not change the decision regarding publishing once the donor’s name and/or amount has been released.

■ Donors may view Assistance League of the Triangle Area’s publications where donor names and contributions have been acknowledged by contacting the chapter.

DONATIONS FROM CHAPTER MEMBERS

■ Donations received from a chapter member will be afforded the same consideration as stated in this policy. 

■ The personal information of a chapter member will not be shared without the written consent of the individual. Exceptions shall be those set forth in the National Assistance League Donor Privacy Policy, a copy of which is on file with the chapter’s President.

■ The chapter is not required to send an individual copy of the Donor Privacy Policy to chapter members. This policy is on the Assistance League of the Triangle web site, included in the Policies of the Chapter and in each member’s Orientation Handbook.

RIGHTS OF DONOR REGARDING PHOTOGRAPHS

■ A donor’s photograph will not be used at any time or in any publications without the donor’s consent. In the case of a minor, written permission will be obtained from the parent/guardian. However, agreeing to appear in a photograph shall imply consent. 

■ It is not necessary to obtain written or oral consent from other individuals photographed in large crowds and/or group if the photograph is taken at any event sponsored by the chapter. 

■ At all times a chapter member in attendance at any event sponsored by the chapter, such as Board Meetings, Regular Meetings, training sessions, fundraising events, philanthropic programs, chapter visits and chapter networking, agrees that the member’s name, chapter name and likeness may appear in the publications listed above in the GENERAL STATEMENTS Section.

WRITTEN ACKNOWLEDGEMENT

■ Donations received either because of direct solicitation or spontaneously shall be acknowledged in writing. 

■ The Donor Privacy Policy provides that personal contact information is given only to chapter members who require such information with clear instructions to not disseminate the information further.

■ Assistance League of the Triangle Area’s Board of Directors may view information concerning donations. These individuals shall not disseminate this information for any reason without the prior consent of the donor. Access by other individuals is set forth in this policy.

FINANCIAL:

Bids:

Expenditures greater than $500 shall require at least two (2) bids.

Budget:

Committee chairmen shall submit budget requests to the Finance Committee by 

January 1.  The Finance Committee shall prepare the annual budget to be submitted to the Board for approval at the March Board meeting.  The membership shall receive a copy of the budget for review thirty days prior to voting at the April regular meeting.
Dues:

Members who join the chapter between June 1 and November 30 shall pay $50.00 and members who join the chapter between December 1 and May 31 shall pay $25.00.

Expenses:

Allowable expenses for annual and special meetings of National Assistance League shall be determined by the Finance Committee and included in the annual budget. In the event expenses are paid to annual and special meetings by the chapter and the member does not attend, those expenses shall be refunded to the chapter.
Professional Fees:

All professional fees shall be pre-approved by the Board.
INVESTMENT:

Cash in excess of $150,000 shall be invested in certificates of deposit at FDIC insured banks. Deposits at any one bank shall not exceed the maximum FDIC insurance.  The Board delegates supervisory authority over its investments to the Finance Committee.

MEETINGS:
The deadline for motions and consent agendas for the Board meeting is the Sunday prior to the meeting.

MEMBERSHIP:

1. A request for change in membership classification shall be in writing to the Vice President Membership, who shall advise the Board.  This request shall be granted to meet special circumstances such as: family obligations, absence from the community, employment, or a desire to support the chapter but unable to give the time. 
2. A nonvoting member:

· Shall receive a Member Handbook, a Chapter Directory, a copy of the Bylaws and Standing Rules, a copy of the Chapter Policies, the monthly Newsletter and the Monday Updates.  

· May attend regular meetings and social events.

· May participate in fundraising activities or events.

· May assist in the chapter’s philanthropic programs.

· Shall not chair an elective or appointive standing committee.
3. No adverse action shall be taken by the Board with respect to any member without first granting such member due process.
NEWSLETTER:

The deadline for submitting articles to the Newsletter is the day of the regular meeting.

PUBLIC RELATIONS:

1. At the beginning of each fiscal year, the Public Relations Committee will examine all printed materials that are to be used in communications.

2. Any media contact, whether print, radio or television, must be approved through Public Relations. This includes, but is not limited to, placement of advertising, news articles, and requests for appearances.

3. The official spokesperson for Assistance League is always the President unless she designates another individual. 

4. Use of the logo for advertising and promotional purposes by outside sources must be approved by the Public Relations Chairman.

5. Any photos used for a project/event must be accompanied by a Photo Release Form.  Forms are maintained by the Public Relations Chairman.

6. All written material and photographs released to the general public from the chapter shall have prior approval of the Public Relations Chairman or the President.

SERVICE HOURS:
1. All members shall record service hours for philanthropic programs, fundraising activities/events, membership development, Board meetings, regular meetings, committee meetings, the annual meeting, special meetings and workshops and shall be reported portal to portal.

2. Other hours to record shall include Regional and National conventions from portal to portal subtracting eight (8) hours for each night away.

3. All members shall submit monthly service hours to the Placement Chairman at the end of each month.

4. Nonmember’s service hours, e.g. family, friends, and other shall be submitted monthly by either members or committee chairmen.

5. Social events are excluded from reported service hours.

6.  Members are expected to work one weekday shift (6 hours) or one Saturday shift (4 hours) per month in the Resale Shop.

WEBSITE PRIVACY:

This website is operated by Assistance League of Triangle Area, a chapter of National Assistance League. It is recognized that visitors to this site are concerned about the information provided and how that information is treated. The chapter cares about the privacy of its website visitors and therefore does not sell or otherwise make available personal identification information to any person or organization.

The chapter’s website may contain “links” to other sites not affiliated with the chapter. Every effort is made to link to sites that share the same standards regarding your privacy. However, since Assistance League of Triangle Area is not responsible for the privacy practices of such other sites, users are encouraged to be aware, when they leave this site, to read the privacy statements of each and every website that they visit. The information contained in the privacy policy statement of Assistance League of Triangle Area is for the website of the chapter only.

This website and the website of National Assistance League contain trademarks, service marks, graphics and text that are the property of Assistance League of Triangle Area a chapter of National Assistance League. These properties may not be copied, reproduced, republished, uploaded, posted, transmitted or distributed without the prior written consent of Assistance League of Triangle Area or National Assistance League. Except as expressly provided above, nothing contained herein shall be construed as conferring any license or right under any copyright or other intellectual property right. Further information on the rules for trademark usage can be found at www.assistanceleague.org.

This website takes every precaution to protect the user’s information. When the user submits sensitive information via this website, the information is protected both online and off-line. When a (registration form, contributor form) asks for the user to enter sensitive information such as (credit card, date of birth, social security number), that information is encrypted and protected by encryption software. The information provided shall only be divulged to members of the chapter needing access to this information, such as the (event chairman, planned-giving coordinator, Treasurer).

We maintain records of all contributions to Assistance League of Triangle Area. Authorized members of the chapter may contact you to obtain additional information. This may be done through electronic or telephonic means or through postal mail. You may choose to opt out from or restrict the use of your contact information by contacting the chapter through one of the methods below. Donor names and addresses shall not be shared, unless required by law, or sold to outside organizations, and such policy shall be disclosed to donors. Unless requested not to do so by the donor, the chapter may list the donor's name and donation category in publications of the chapter that may be seen by individuals outside of the chapter. This information may be contained in documents including, but not limited to annual reports, press releases, grant applications and community newsletters. Donors may contact the chapter to view copies of annual reports, IRS (Form 990) or other financial documents prior to making the donation. Donor may also ask for examples of prior publications showing the manner in which donor contributions are acknowledged.

The names of individuals and businesses appearing on the website have been so placed with their express and implied knowledge. Personal information shall not be divulged for any reason unless a link to that certain person or business has been granted and is in place on this website.

(From time to time) this website requests information from users via surveys.  Participation in these surveys is completely voluntary and the user therefore has a choice whether or not to disclose the information.  Survey information will be used for purposes of monitoring or improving the (use and satisfaction of this site).  The personal information of the user is not shared with third parties unless the chapter gives prior notice and choice.  Though an intermediary may be used to conduct these surveys, that intermediary may not use the user’s personal information for any secondary purpose.
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