                                      ELMA CERT TEAM BY-LAWS

ARTICLE I. - NAME
The name of this organization is the Elma CERT team. (CERT stands for Community Emergency Response Team).  The group is a non-profit, educational, non-political organization and is organized for charitable purposes.
ARTICLE II- ADDRESS

Elma CERT Team

Elma Office of Emergency Management

1600 Bowen Road

Town Hall

Elma, NY 14059

ARTICLE III- MISSION

To educate citizens to be better prepared to take care of themselves, family, friends, and neighbors in the event of a disaster of any type until emergency responders can arrive.  To establish Community Response Teams as emergency management resources, to develop volunteer pools to help during an emergency, and to perform projects that improve a community’s preparedness.

ARTICLE IV- EMERGENCY ACTIVATION

Emergency Activation would come from a request from the Elma Emergency Management Office and/or the Town Supervisor to the CERT President. Through a phone tree, all members will be contacted.  No CERT person is to act on their own in the name of the CERT team.
ARTICLE V- MEMBERSHIP

Active members must be graduates of CERT training or the equivalent. Members must complete CERT training at the first available opportunity.  Members who are not certified in CERT are considered to be probationary members and cannot do fieldwork until certified.   Members are encouraged to attend additional training sessions each year to update their CERT skills. Members agree to be guided by the Articles of these By-laws and standard operating procedures.
ARTICLE VI- MEETINGS

Meetings will be held on the second Wednesday of every month.  Other meetings will be held as declared necessary. Meetings will be held at 7PM at the Elma Town Hall. These can be adjusted for membership growth.  Members are notified by e-mail, and by phone if necessary for adjustments to meetings.  Meeting agenda items shall include, but are not limited to:  Call to Order, Approval of minutes, Old Business, Treasurer’s report, Committee reports, New Business, Announcements, Open Forum, and Adjournment.  A copy of the minutes will be distributed to the Elma Town Board.  Roberts Rules of Order will be the parliamentary guide for all meetings, if needed.  The President or Vice President must be present for a meeting.

ARTICLE VII- VOTING & ELECTION PROCESS
Elections will be held at the December meeting each year. The general membership votes for the officers.  A simple majority of members, whether in person or by proxy, constitutes a quorum of the meeting. Two –thirds of those meeting are needed for passage of amendments to by-laws. Term of office will be one year from January 1 through December 31.  However, an office should not be held for more than two consecutive terms.
Officers will be nominated off the floor. Paper ballots will be handwritten with nominee’s choices.  Simple majority of a secret ballot will hold the day.  Ballots will be destroyed afterwards.  If only one person is nominated, the secretary casts the ballot.  If the secretary is unopposed, the president casts the ballot.  

ARTICLE VIII- OFFICERS

The officers of the ELMA CERT team shall consist of a President, Vice President, a Secretary, and a Treasurer, and shall make up the Executive Board.  The Vice President shall serve in the absence of the President.  The Secretary shall take minutes and keep a book of signed meeting minutes, and provide written and verbal reports at all meetings.  The Treasurer shall receive and deposit all monies, keep and maintain accurate books of accounts and prepare and submit monthly and yearly financial reports.  The Treasurer shall be responsible for obtaining two signatures on all Elma CERT bank drafts.  Officers may serve two consecutive terms in a particular office.
Officers may be removed from office by a two-thirds vote at a regular meeting.  The Executive Board interfaces with other organizations and speaks for the group, and prepares the monthly agenda.   An ex-officio representative from the Elma OEM (Office of Emergency Management) shall serve as liaison and technical advisor to the group. 

ARTICLE IX- SALARIES

No officer or member shall receive a salary or compensation for their position.  

ARTICLE X- DUES

No officer or member shall be required to pay dues to Elma CERT.

ARTICLE XI- COMMITTEES

The Executive Board shall create committees, projects, and committee/project leaders for special purposes.  The Executive Board shall appoint the membership of a committee, and remove committee members.  The Executive board monitors the progress of committees and projects. All activities, including fundraising, are proposed to the Executive board, prior to any activity. The Town Board must be copied on any fundraising issues. The General Membership votes on all activities and projects.
ARTICLE XII- AMENDMENTS TO THE BY-LAWS

Amendments to the By-Laws may be made by two-thirds majority of the membership.  The proposed amendment to the By-Laws is to be presented to the Town Board, by an Executive Board member, with a motion to adopt. The proposed amendment to the By-Laws is to be given to all members within ten days of the next scheduled Board meeting.  A vote on a motion to amend the By-Laws takes place at the next scheduled Membership meeting.  A two-thirds vote of the members present, at the next Scheduled Meeting, is required to pass the amendment.

ARTICLE XIII- FINANCES

All funds accrued by the group shall be used for and to the advantage of the Membership, the good of the Community, and in support of the purposes of Elma CERT.  The treasurer shall be responsible for the collection and disbursement of funds, at the direction of the Executive Board.   Members must work with the Emergency Management personnel to find ways to secure funds for needed items in order to prepare the town in case of disaster.

ARTICLE XIV- ELECTRONIC & PRINTED MEDIA

The Executive Board shall approve the substance and content of all electronic and printed media that is associated with or related to the group.  Included is anything that is identified with the Elma CERT logo or the Elma CERT name or acronym.  The exception is personal e-mail, or correspondence between the membership.  Meeting notes will be sent by e-mails to members and the Elma Town Board so that everyone is kept in the loop.  As part of the educational mission, brochures will be put together for the general public, and distributed at various town events and venues.  

ARTICLE XV- RECORDS & REPORTS

All records and reports of the group shall be maintained by the Secretary. This includes minutes, committee reports, and other documents and reports generated and pertaining to the group.  Records and reports shall be kept loose bound, in chronological order. All records and reports are available for viewing with appropriate notice to the Secretary.

ARTICLE XVI- ATTACHMENTS

OFFICER’S RESPONSIBILITIES  
Section 1. President

The President shall preside at meetings of the Executive Board and membership meetings and perform other duties as ordinarily pertains to this office.  

Section 2. Vice President

The Vice President shall preside at meetings of the membership and the Executive board in the absence of the President and to perform such duties as ordinarily pertains to this office. In the absence or unavailability of the President, the Vice President inherits the responsibilities and duties of the office of President. 

The Vice President will receive any bank statements as a check and balance to the treasurer’s office.

Section 3. Secretary 
The Secretary shall keep records of membership, record attendance at meetings, send out notices of meetings of Elma CERT, the Executive Board, and committees, record and preserve the minutes of the Elma CERT group, and forward them to the Elma Town Board.
Section 4. Treasurer
The treasurer shall have custody of all funds, accounting for the same to members annually and at any other time upon demand by the Executive Board, and to perform such other duties as ordinarily pertain to this office.  All funds collected shall be deposited immediately to the Elma CERT bank account.  Upon retirement from office the treasurer shall turn over to the successor or to the president all funds, books of account, or any other Elma CERT property in his/her possession.  
Section 5. Training Officer

This officer will be appointed by the Executive Board.  The Training Officer will keep track of training records, and schedule the training after each meeting.  
