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Open House Nursery School Board of Directors 
 

COMMITTEE DESCRIPTIONS 
 
 
STANDING COMMITTEES 
 

I. FINANCE (Chair: Joo-Yung Lee) 
a. Propose 2009-2010 tuition (recommendation due by December 1, 

2009) 
b. Implement an investment policy and assist in hiring financial advisor, if 

appropriate 
c. Determine cash/operational needs and develop financial 

planning/budgeting procedure 
 

II. PARENT LIFE / COMMUNITY (Chair: Molly Hoagland) 
a. Solicit Class Parents & assist them with class-based community-

building 
b. Assist with established community-building events (Fall Social, Family 

Day, Spring Fling, & Picnic) 
c. Explore other ways to build community, including making better use of 

the website, and improving parent communications 
 

III. FUND RAISING (Chair: Lynn Husum) 
a. Oversee and solicit subcommittees for major events (TBD (fall) & 

Spring Fling 4/2010) 
b. Assist in composition & production of Annual Fund letter (11/13/09) 
c. Oversee additional fundraising events  

 
IV. MARKETING (Chair: [TBD]) 

a. Work with Amy Herrick to compose, produce and distribute marketing 
materials for auxiliary programs: 

i. After3Play and other after school options 
ii. Vacation camps (distribution date: December 1) 
iii. Summer camp (by January 31, 2010) 

 
AD HOC COMMITTEES 
 

V. STRATEGIC PLANNING (Chair: [TBD]) 
a. Produce long-range plan for Open House 

 
VI. GOVERNANCE (Chair: [TBD]) 

a. Maintain / recommend necessary changes to Board Handbook, By-
laws, HR policies, etc. 

b. Recommend and draft new policies as needed 
  



Ethical Standards for the Open House Community 
 

 
 
To the best of my ability I will: 

 

• Be familiar with and respect the mission, policies, and procedures of the school. 

• Support and participate in school activities. 

• Communicate concerns regarding school policies or staff directly to the school. 

• Value and build partnership with the Open House Community. 

• Respect and support the individuality and diversity of all members of the school 

community, including differences in teaching styles, learning styles, parenting 

styles, and lifestyles. 

• Demonstrate integrity and responsible behavior. 

• Encourage and support the peaceful resolution of conflicts, 

• Respect the privacy of other families and students in the school community. 

• Communicate openly and honestly with other families in the school community 

regarding the health, safety, and well being of our children. 

• Be open to new ideas and be willing to learn from the suggestions of others. 

  



 
OPEN HOUSE NURSERY SCHOOL 

BY-LAWS 
 
ARTICLE I - NAME  
 
The name of this organization is Open House Nursery School (OHNS).  
 
ARTICLE II - MEMBERS  
 
The Board shall have no formal membership.  
 
ARTICLE III - BOARD OF DIRECTORS  
 
Section A - Powers and Duties 
 

(1) The Board of Directors shall have general power to manage and control the 
affairs and property of OHNS and shall have full power, by majority vote, to 
adopt rules and regulations governing the action of the Board and shall have 
full and complete authority with respect to the distribution and payment of 
the monies received by OHNS from time to time; except that the 
fundamental and basic purposes of OHNS, as expressed in the Certificate of 
Incorporation/Statement of Purpose, shall not thereby be amended or 
changed, and except further that the Board of Directors shall not permit any 
part of the net earnings or capital to inure to the benefit of any member or 
other private individual, except as valid recompense for goods or services 
consistent with the Statement of Purpose.  

 
(2) The Board will implement an appropriate grievance procedure to address 

personnel disputes involving staff or the Director of OHNS; however, the 
Director of OHNS is otherwise responsible for the day to day operation of the 
school, including but not limited to the hiring and firing of employees.  

 
(3) The Board will indemnify and maintain insurance on behalf of any of its 

Directors, Officers, employees or agents for liability asserted against or 
incurred by such person in such capacity or arising out of such person's 
status as such, subject to the provisions of the New York Not-for-Profit 
Corporation Law and the limitations noted in these Bylaws. 

 
 
Section B - Number. Election. Composition. Term of Office. and Removal 
 

(1) The Board shall be composed of no less than five, nor more than 13 voting 
members provided that there shall always be at least five Executive 
Committee members (comprised of the Director of OHNS, Assistant Director 
of OHNS, and Officers of the Board, as defined in Section IV below) and that 
no decrease in the number of Directors shall shorten the term of any 
incumbent Director.  The Board may function with less than the minimum 



number only to replace members lost or only if urgent business is required 
before this replacement can be made. In any case, decisions made with less 
than three members are not legally recognized. Any change in the number of 
Board members requires a 2/3 vote of all the Directors.  

 
(2) Officers, as defined in Section IV below, shall be elected at the Annual 

Meeting of the OHNS by a majority of the Board for a one year term (defined 
as from the Annual Meeting to August 31 of the following year). Each Officer 
shall continue in office until his or her death, resignation or removal or 
absence from three meetings on an annual basis.  

 
(3) Candidates for the Board may include staff, parents, alumni parents and 

members of the community; however, the Board, by majority vote may 
exclude any staff member of the Board from any discussion and vote 
involving personnel matters.  

 
(4) Composition of the Board should reflect a range of attributes complimentary 

to the purposes and objectives of OHNS.  
 

(5) Any Director may resign at any time with or without acceptance of the Board.  
 
Section C - Meetings 
 

(1) The Board of Directors shall hold its Annual Meeting in October.  Notice of the 
meeting must be given to or mailed to all members by the Secretary from 10 
to 20 days before the date of the meeting.  

 
(2) Regular meetings shall be set by the Board.  There will be a minimum of four 

regular meetings that will be held from the Annual Meeting to August 31 of 
the following year.  Minutes in which such dates are stated and which are 
distributed to members will constitute adequate notification.  

 
(3) Special Meetings.  

 
a) The time and place of any special meetings will be designated at the 

discretion of the President or the Executive Committee.  
 

b) Notice will be given to all members at least one week before the 
meeting; less only if business is unavoidably urgent and essential to 
OHNS. 

 
c) Any action required or permitted to be taken at any meeting of the 

Board of Directors, may be taken without a meeting if all Directors 
consent in writing to the adoption of a resolution authorizing such 
action. The resolution and written consents shall be filed with the 
minutes of the proceedings of the Board.  

 
(4) Quorum; Adjournments of Meetings.  



 
a) A majority of the voting members of the Board shall constitute a 

quorum. The Director of OHNS or his/her designated representative 
may not be excluded from meetings, unless the business of the Board 
is the hiring, firing or evaluation of the same or a grievance issue 
brought before the Board in accordance with Article II, A (2). Staff 
members on the Board may otherwise be excluded as set forth in 
Article III B (3).  

 
b) A meeting duly convened and failing to make quorum may be 

adjourned and reconvened by members present.  
 

(5) Notices  
 

a) Notices to Directors of Board Meetings shall be given as follows: 
 

1. Annual Meetings and Regular Meetings may be held without notice 
if the Bylaws or the Board fix the time and place of such meetings. 

2. Special Meetings shall be held upon four days' notice by first-class 
mail or 48 hours' notice delivered personally or by telephone, 
facsimile or e-mail. Notices will be deemed given when deposited in 
the United States mail, addressed to the recipient at the address 
shown for the recipient in OHNS’s records, first-class postage 
prepaid; when personally delivered in writing to the recipient; or 
when faxed, e-mailed, or communicated orally, in person or by 
telephone, to the Director or to a person whom it is reasonably 
believed will communicate it promptly to the Director. 

 
Section D: -- Compensation.  Directors shall serve without compensation. However, 
the Board may approve reimbursement of a Director’s actual and necessary 
expenses while conducting OHNS business. 
 
ARTICLE IV - OFFICERS 
 
Section A - Offices 
 

(1) Officers are President, Vice President, Secretary, and Treasurer. These may 
not be employees of OHNS.  

 
(2) Other offices may be created by the Board as it deems appropriate, 

thereupon defining the role of the office created.  
 

(3) The offices of President and Secretary may not be held by the same person.  
 

(4) Instruments requiring the signature of more than one officer must be signed 
by different persons.  

 
Section B -Election. Term of Office and Removal 



 
(1) Officers shall be elected at the Annual Meeting of OHNS. Term of office will 

be one year; officers may serve consecutive terms at the discretion of the 
Board.  

a. Officers will serve from the Annual Meeting in October to August 31 of 
the following year.  

b. The office of President will have a President-Elect.  The President-Elect 
will be elected in April to serve as President beginning September 1.  
The standing President shall train the President-Elect during this period 
but will still maintain all of the powers and duties prescribed to this 
office as delineated in Section D.  

 
 
Section C - Vacancies 
 

(1) Vacancy in any office of the Board may be filled by the Board.  
 

(2) The person filling the office vacancy should come from within the Board, but 
may come from without, thereby becoming a new Board member in the 
process.  

 
(3) Unless otherwise stipulated by the Board, the term of office of the 

replacement will correspond with that of the previous officeholder.  
 
Section D - President: Powers and Duties 
 
The powers and duties of the President shall be as set forth below:  
 

(1) Preside at all meetings of the Board.  
 

(2) Work closely and collaboratively with the Director of OHNS. In general, the 
Director of OHNS will have direct control over the day-to-day operations of 
the school, while it will be the role of the President to support this effort and 
to oversee the work of the Director to ensure that the policies determined by 
the Board and the objectives of the OHNS are being met.  

 
(3) Keep the Board informed of the significant, relevant affairs of OHNS.  

 
(4) Have the power to represent the Board (when authorized by the Board), 

unless otherwise required by the Board or by law.  
 

(5) Authority of the President is generally subject to the control of the Board. 
 
 
Section E – Vice President: Powers and Duties 
 
The powers of the Vice President shall be as set forth below: 
 



(1) If the President is absent or disabled, the Vice President shall perform all the 
President's duties and, when so acting, shall have all the President's powers 
and be subject to the same restrictions. The Vice President shall have other 
such powers and perform such other duties as the Board may prescribe. 

 
Section F - Secretary: Powers and Duties 
 
The powers and duties of the Secretary shall be as set forth below:  
 

(1) Arrange for the recording of minutes of all meetings of the Board and see 
that all Board members receive such minutes.  

 
(2) Attend to the giving and serving of all notices of OHNS 

 
(3) Authority is generally subject to the control of the Board.  

 
(4) Other duties as assigned by the Board.  

 
Section G - Treasurer: Powers and Duties 
 

(1) The Treasurer shall supervise the handling of OHNS’s assets, the rendering of 
an accounting at the Annual Meeting of OHNS, the production of a quarterly 
report of OHNS’s finances, and at the request of the President. 

 
(2) The Treasurer shall speak to an accountant to verify that the school is 

following standard accounting practices. 
 
Section H - Other Agents 
 

(1) Appointable by the Board with term of office, function, and possible 
remuneration set by the same, in pursuit of the objectives of OHNS.  

 
 
 
ARTICLE V - CONSULTANTS, COMMISSIONS, AND STANDING COMMITTEES  
 
Section A  
 
The Board of Directors may appoint from time to time any number of persons as 
advisors of OHNS to act either singly or as a committee or committees. Each such 
advisor shall hold office as long as s/he remains in good standing of the Board, and 
shall have only such authority or obligations as the Board may from time to time 
determine. In general unless stipulated otherwise, final recommendations of 
committees must be approved by the Board.  
 
Section B 
 



In general, such advisors to the Board shall not be remunerated, except in such 
cases as the Board may deem necessary. The Board may also authorize 
reimbursement of expenditures reasonably incurred on behalf of activities for the 
benefit of OHNS.  
 
Section C - Ad Hoc and Standing Committees  
 
All Ad-Hoc and Standing committees must be chaired by a member of the Board of 
Directors. Other members may come from outside the Board. Unless herein 
specified, the President of the Board will name the chairperson of each of these 
committees, will determine their composition, and will name the members or will 
delegate this responsibility to the committee chairperson.  
 
The standing committees are: Parent Life, Fund Raising, and Finance. 
 
ARTICLE VI -CONTRACTS, CHECKS, BANK ACCOUNTS, AND INVESTMENTS 
 
Section A – Checks, Notes, and Contracts  
 
The Board of Directors is authorized to select such banks or depositories as it shall 
deem proper for the funds of OHNS. The Board of Directors shall determine who 
shall be authorized from time to time on OHNS’s behalf to sign checks, drafts or 
other orders for payment of money acceptances, notes or other orders for the 
payment of money acceptances, notes or other evidences of indebtedness, to enter 
into contracts or to execute and deliver other documents and instruments.  
 
Section B- Investments 
 
The funds of OHNS may be retained in whole or in part in cash or be invested and 
reinvested from time to time in such property, real, personal or otherwise, or 
stocks, bonds or other securities, as the Board of Directors may deem desirable.  
 
ARTICLE VII - OFFICE AND BOOKS  
 
Section A - Office 
 
The office of OHNS shall be the Director of OHNS’ s office, unless the Board 
determines otherwise.  
 
Section B - Books  
 
There shall be kept at the office of OHNS correct books of account of the activities 
and transactions of OHNS, including a Policy Book and Minute Book, which shall 
contain a copy of the Certificate of Incorporation, a copy of these By-Laws, all 
minutes of meetings of the Board of Directors.  
 
ARTICLE VIII - CORPORATE SEAL  
 



The seal of OHNS shall be circular in form and shall bear the name of the school 
and words and figures showing that it was incorporated in the State of New York 
and the year of incorporation.  
 
ARTICLE IX - FISCAL YEAR  
 
The fiscal year of OHNS is September 1 to August 31.   
 
 
ARTICLE X:  NON-LIABILITY OF DIRECTORS 
 
The Directors shall not be personally liable for OHNS’s debts, liabilities or other 
obligations. 
 
 
ARTICLE XI:  INDEMNIFICATION OF CORPORATE AGENTS 
 
OHNS may, to the fullest extent now or hereafter permitted by and in accordance 
with standards and procedures provided by § 721 through § 726 of the Not-for-
Profit Corporation Law and any amendments thereto, indemnify any person made, 
or threatened to be made, a party to any action or proceeding by reason of the fact 
that he, his testate or intestate was a Director, Officer, employee or agent of OHNS, 
against judgments, fines, amounts paid in settlement and reasonable expenses, 
including attorneys' fees. 
 
ARTICLE XII:  SELF-DEALING TRANSACTIONS  
 
OHNS shall not engage in any self-dealing transactions, except as approved by the 
Board. "Self-dealing transaction" means a transaction to which OHNS is a party and 
in which one or more of the Directors has a material financial interest ("interested 
Director(s)"). Notwithstanding this definition, the following transaction is not a self-
dealing transaction, and is subject to the Board's general standard of care: 
 
A transaction which is part of a public or charitable program of OHNS, if the 
transaction (a) is approved or authorized by the Board in good faith and without 
unjustified favoritism; and (b) results in a benefit to one or more Directors or their 
families because they are in a class of persons intended to be benefited by the 
program. 
 
Section A:  Conflict of Interest 
 
Any Director, Officer, or Committee member having an interest in a contract, other 
transaction or program presented to or discussed by the Board or Board Committee 
for authorization, approval, or ratification shall make a prompt, full and frank 
disclosure of his or her interest to the Board or Committee prior to its acting on 
such contract or transaction.  Such disclosure shall include all relevant and material 
facts known to such person about the contract or transaction that may reasonably 
be construed to be adverse to the OHNS 's interest.  



 
The body to which such disclosure is made shall thereupon determine, by majority 
vote, whether the disclosure shows that a conflict of interest exists or can 
reasonably be construed to exist.  If a conflict is deemed to exist, such person shall 
not vote on, nor use his or her personal influence on, nor be present during the 
discussion or deliberations with respect to, such contract or transaction (other than 
to present factual information or to respond to questions prior to the discussion).  
The minutes of the meeting shall reflect proceedings, including the disclosure made, 
the vote thereon and, where applicable, the abstention from voting and 
participation.  The Board may adopt formal policies requiring: 
 

(1) Regular annual statements from Directors, Officers and key employees to 
disclose existing and potential conflicts of interest; and  

(2) Corrective and disciplinary actions with respect to transgressions of such 
policies.  For the purpose of this section, a person shall be deemed to have 
an "interest" in a contract or other transaction if he or she is the party (or 
one of the parties) contracting or dealing with OHNS, or is a Director, 
Director or Officer of, or has a significant financial or influential interest in the 
entity contracting or dealing with OHNS. 

 
ARTICLE XIII - AMENDMENTS  
 
The By-laws may be amended at any meeting of the Board of Directors by a vote of 
2/3 majority of the entire Board of Directors.  
 
 
CERTIFICATE OF THE SECRETARY 
 
  The undersigned does hereby certify that the undersigned is the Secretary 
of OHNS, an education Corporation duly organized and existing under the laws of 
the State of New York; that the foregoing Bylaws of OHNS were duly and regularly 
adopted as such by the Board of Directors of OHNS; and that the above and 
foregoing Bylaws are now in full force and effect. 
 
 
________________________________, Secretary  Dated:_________________ 
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Conflicts of Interest Policy 
Open House Nursery School 

Preamble. The Directors, Officers and staff members of the Open 
House Nursery School (“OHNS”) have a fiduciary responsibility to the 
OHNS, which requires that, in their official positions, they act in the 
best interests of the OHNS. Directors, Officers and staff members may 
not use their positions or information they have about the OHNS or the 
OHNS’s property or information obtained through their positions in a 
manner that allows them to secure an economic benefit, either directly 
or indirectly, for themselves or their relatives. In sum, it is the policy 
of the OHNS that no transaction between it and its Directors, Officers 
or staff members be tainted with an actual or perceived conflict of 
interest. 

Disclosure. (a) Prior to election to the Board or appointment as an 
Officer, and as circumstances change thereafter, all Directors and 
Officers shall disclose in writing, to the best of their knowledge, any 
Interest (as defined below) in any corporation or other organization 
which provides goods or professional or other services to the 
Conservancy for a fee or other compensation. A copy of each 
disclosure statement shall be available to any Director of the OHNS on 
request. 

(b) If at any time during his or her term of service a Director or Officer 
has any Interest which may pose a conflict of interest at any time 
during that Director’s or Officer’s service, he or she shall promptly 
disclose the material facts of that Interest in writing to the Chairperson 
of the Board and Chair of the Finance Committee (“the Committee”) 
or, if not practical, orally in a Board meeting and entered into the 
minutes. 

(c) When any matter in which a Director or Officer has an Interest 
comes before the Board or any committee of the Board for decision or 
approval, that Interest shall be immediately disclosed to the Board or 
the Committee by that Director or Officer. 

Definition of “Interest”. Whether a Director or Officer has an Interest in 
a matter shall be determined by whether that Director or Officer or a 
relative (or a concern with which such persons are associated) would 
have a material economic interest, either directly or indirectly, in a 
decision on the matter by the Board or Committee. A person is 
associated with a concern if he or she participates in (including 
participating as an owner) or is affiliated with any corporation or other 



organization with which the OHNS deals. An Interest is not intended to 
include positions on legislative matters of general impact. 

Voting. No Director shall vote on any matter in which he or she has an 
Interest. 

Non-Participation. The Board or members of a committee may, by 
majority vote, ask any Director or Officer who has an Interest in a 
matter not to participate, or to leave the room at the board meeting or 
committee meeting in which discussion regarding that matter is carried 
on; provided, however, that the interested Director or Officer may 
participate in any discussion regarding his or her exclusion. 

Attempts to Influence. Directors and Officers shall not attempt to 
influence other Directors or Officers regarding matters in which they 
have an Interest, without first disclosing that Interest. 

Contract Review Committee. If a contract is proposed for approval by 
the Board in which a Director, Officer, staff member or their relatives 
or an organization with which such persons are associated (as defined 
above) is a potential contractor, regardless of amount (an “Interested 
Party Contract”), the Board or a committee designated by the Board 
shall review the contract and shall recommend that the OHNS execute 
or not execute the contract. If a Board committee reviews an 
Interested Party Contract and recommends that the OHNS not execute 
the Interested Party Contract, the Board subsequently may review the 
Interested Party Contract and may, by a majority vote of the 
disinterested Directors entitled to vote on the matter, decide that the 
OHNS shall or shall not execute the Interested Party Contract. In 
reaching its decision, the Board or Committee shall adhere to the legal 
requirements applicable to approval of Interested Party Contracts. The 
crux of those requirements is that taking into account the terms of 
possible alternatives, the proposed contract is fair, reasonable and in 
the best interest of the OHNS. All action regarding Interested Party 
Contracts shall be recorded in the minutes of the Board or the board 
committee that reviewed the contract. 

Staff. The Executive Director of the OHNS is directed to apply to the 
staff rules and procedures consistent with the rules and procedures 
outlined above for Directors and Officers. For purposes of this policy, 
the term Officer shall include the Executive Director and Co-Executive 
Directors of OHNS. 

  



 
Open House Nursery School 
Document Retention Policy 

 

Item 

 
Retention Period 

  

Bank Statements & Reconciliations 7 Years 

Cancelled Checks - (Important Payments - purchases of  Permanent 

property, tax payments, large or significant contracts)  

Cancelled Checks - (Ordinary) 7 Years 

Cash Books Permanent 

Cash Receipts and Disbursements 7 Years 

Construction Documents Permanent 

Contracts and Leases (Current) Permanent 

Contracts and Leases (Expired) 7 Years 

Corporate - Articles of Incorporation & By Laws Permanent 

Corporate - Certificate of Incorporation and Related Legal or  Permanent 

Government Documents  

Corporate - Minutes of Board & Committee Meetings, etc. Permanent 

Correspondence (General) 3 Years 

Correspondence (Legal / Important) Permanent 

Duplicate Bank Deposit Slips 3 Years 

Email 5 Years 

Employee Assignments and Garnishments 7 Years 

Employee Benefit Plan Documents 7 Years 

Employee Payroll Records 7 Years 

Employee Payroll Reports (Federal, State or City Gov't) 7 Years 

Employee Personnel Records (After Termination) 7 Years 

Employee Personnel Records (Current) Permanent 

Employee Retirement & Pension Records Permanent 

Employee Timesheets 7 Years 

Employee Workman's Compensation Documents 11 years 

Employment Applications (Current Employees) Permanent 

Employment Applications (Other) 1 Year 

Finance - Accounts Payable Ledgers and Schedules 7 Years 

Finance - Accounts Receivable Ledgers and Schedules 7 Years 

Finance - Audit Reports of Independent Accountants Permanent 

Finance - Chart of Accounts Permanent 

Finance - Depreciation Schedules Permanent 

Finance - Expense Analyses & Distribution Schedules 7 Years 



Finance - Financial Statements (inc. Trial Balances) Permanent 

Finance - Fixed Asset Records & Appraisals Permanent 

Finance - General Ledgers Permanent 

Finance - Subsidiary Ledgers Permanent 

Finance - Tax Return Worksheets 7 Years 

Finance - Tax Returns Permanent 

Finance - Uncollectable Accounts & Write-offs 7 Years 

Finance - W-2 / W-4 / 1099 Forms, etc. 7 Years 

Grant Inquiries 7 Years 

Insurance - Accident Reports and Claims (Current Cases) Permanent 

Insurance - Accident Reports and Claims (Settled Cases) Permanent 

Insurance - Policies (Current) Permanent 

Insurance - Policies (Expired) Permanent 

Inventories 7 Years 

Invoices from Vendors 7 Years 

Invoices to Customers 7 Years 

Notes Receivable Ledgers 7 Years 

Paid Bills & Vouchers 7 Years 

Patents & Related Papers Permanent 

Physical Inventory Tags 7 Years 

Property Appraisals Permanent 

Property Documents - Deeds, Mortgages, etc. Permanent 

Stock and Bond Certificates (Cancelled) 7 Years 

Stock and Bond Records Permanent 

Vendor Payment Request Forms & Supporting Documents 7 Years 

Voucher Registers & Schedules 7 Years 

 
 
 
  



EQUAL OPPORTUNITY AND AFFIRMATIVE POLICY STATEMENT 
 

Open House Nursery School Equal Employment Opportunity and 
Affirmative Action Policy is to apply to all employees and applicants. 

 
Policy 

  1. It is OHNS's policy to provide equal employment 
opportunity to all employees and applicants for 
employment without regard to race, sex, color, creed, 
religion, national origin, age, disability, marital status or 
sexual orientation in accordance with all applicable laws, 
directives and regulations of federal, state and city 
entities.  This policy applies to all the terms and conditions 
of employment including, but not limited to hiring, 
placement, promotion, termination, layoff, recall, transfer, 
leave of absence, compensation and training.  
Advancement to positions of greater responsibility is based 
on an individual's abilities and demonstrated performance. 

 
  2. OHNS is committed to Equal Employment Opportunity and 

as part of our Affirmative Action Plan we shall: 
 

(a) Recruit, hire, upgrade, train and promote in all job 
classifications, without regard to race, sex, color, 
creed, religion, age, national origin, disability, 
marital status or sexual orientation in accordance 
with all applicable laws, directives and regulations of 
federal, state and city entities; 

 
(b) Base employment decisions on the principles of 
Equal Employment Opportunity, and with the intent to 
further the Company's Affirmative Action commitment; 

 
(c) Ensure that all terms and conditions of employment 

such as compensation, benefits, layoff, return from 
layoff, Company-sponsored training, educational 
tuition assistance, social and recreation programs, 
shall be administered without regard to race, sex, 
color, creed, religion, age, national origin, disability, 
marital status or sexual orientation in accordance 
with all applicable laws, directives and regulations 
federal, state and city authorities; 

 



 
(d) Ensure that promotion decisions will be made in 

accordance with the principles of Equal Employment 

Opportunity and Affirmative Action by imposing only valid 

requirements for promotional opportunities; 

 
(e) Take action to prevent harassment including sexual 

harassment or intimidation of all employees, 
particularly those encompassed by OHNS's 
affirmative action efforts. 

 
  3. OHNS will vigorously pursue opportunities to recruit and 

develop job candidates who have the desire and potential 
for becoming qualified employees through our Affirmative 
Action Program. 

 
  4. Management performance in this program will be 
evaluated, as is performance in other company goals. 

 
  5.   OHNS has been assigned responsibility for the 

implementation and administration of the Affirmative 
Action Program.  He/She also has been designated to 
develop and administer the Affirmative Action Program and 
ensure that the intent and practice of this policy is carried 
out. 

 
 
 
 
  



Open House Rules for Email Communication 

Adapted from Rita Gunther McGrath’s Rules for email 

• All Open House related emails should be through your Open House 
email account. 
 

• Verdana 10-12pt is to be used for all school communications. 
 

• Meaningful subject lines that tell the reader what to expect.  Don’t 
say, “Thursday’s meeting” as your subject.  Say “follow-up on 
Parent-Teacher conference last Thursday’” 
 

• No email should ever be longer than one screen of information.  If it 
means scrolling down, you’re not being concise. 
 

• One subject per email. Lists get stale and overwhelm people. It is 
helpful for recipients to be able to act, file, or delete one 
subject/email at a time. 
 

• Email is the wrong place for emotional outbursts. Humor can be 
tricky. Jokes can be misinterpreted and cause offense when none 
was intended. 
 

• Email is the wrong place for communications of a personal nature. 
Instead set up a meeting. 
 

• Assume everything you put in an email could end up on the front 
page of the New York Times or facebook and be accordingly 
discreet and professional. 
 

• Respect the recipient’s time. Do not send an email unless the 
recipient has a “need to know”. 
 

• Because an email is sent doesn’t mean someone received, read, 
understood and agrees with it. Check for closure on your 
communications. 
 

• This is a school - spelling and grammar count. 
 

• Type your message in the body of the email. Limit attachments. 
 

• Don’t send email when a short phone call would work better. 



 

GRIEVANCE PROCEDURES 
Open House Nursery School 

 
  
Any individual or group may bring complaints to the Board of Directors 
of Open House Nursery School. Complaints will be submitted to the 
Board of Directors at least one week prior to the next Board meeting.  
Complaints submitted later will be addressed at the subsequent 
meeting of the Board of Directors. Emergency issues will be dealt with 
on an as-needed basis, with the Board responding at or prior to its 
next regular public meeting. Every effort will be made to respectfully 
address each matter to the satisfaction of the individual or group that 
presented the complaint. The Board, as necessary, may direct the 
Head of School or other responsible party to act upon the complaint 
and report to the Board. The Board of Directors shall render a 
determination in writing if appropriate or required. 
 
 
 
  



INVESTMENT POLICY STATEMENT 
Open House Nursery School 

 
Investment Policy Purpose: 
The purpose of this statement is to delineate the investment 
policy and guidelines and to establish the overall investment 
strategies and discipline of the Open House Nursery School 
Reserve Fund (hereinafter referred to as “the Fund”). This 
policy is intended to allow for sufficient flexibility to capture 
investment opportunities, yet provide parameters that ensure 
prudence and care in the execution of the investment program. 
 
This policy is issued for the guidance of fiduciaries, including 
the Board of Directors, staff professionals, investment 
managers, custodians, and investment consultants, for 
managing the assets of the Fund. The policy is intended to 
provide a foundation from which to oversee the management of 
the Fund in a prudent manner. 
 
Fund Objectives: 
The primary objective of having a Reserve Fund is to provide 
continuity in the programs set out by Open House Nursery School 
(hereinafter referred to as “OHNS” or “the Organization”) and its Board 
of Directors (hereinafter referred to as “the Board”) regardless of 
short-term financial discontinuities/disruptions and assist in achieving 
specified objectives as directed by the Board.  This Reserve Fund will 
provide protection to meet: extraordinary expense and capital 
investment needs of the Organization, budgetary shortfalls or 
transitional needs.  It is intended that the Reserve Fund exclude funds 
for the ongoing/everyday operations of the Organization, which are 
held separately, and include only primarily funds which are to be 
invested for long-term purposes.  However, given the potential 
emergency use of the funds, the long-term investment horizon must 
be balanced with the potential for intermittent access to these funds 
and therefore the funds must include a component of cash. 
 
Investment Objectives: 
The primary investment objectives are (in priority order):  

1.  Safety of principal – Safety of principal is an important 
objective.  Investment transactions shall seek to avoid capital 
losses, whether from institutional default, broker-dealer default, 
or erosion of market value of securities. To attain this objective, 
OHNS will endeavor to mitigate credit and market risk, including 



via investments in diversified portfolios and avoidance of 
excessive exposure to individual risks.  

2.  Liquidity – Liquidity is the second most important objective.  It 
is important that an investment contain the features of being 
easily sold at any time with a minimal risk of loss of some 
portion of principal or interest. 

3.  Yield – Maximizing yield of the nominal investment return while 
meeting the objectives “1” and “2” is a priority.  Investments 
should be limited to diversified mutual funds, or relatively low 
risk securities in anticipation of earning a fair return relative to 
the risk being assumed. 

 
Investment Constraints 
The risk tolerance of the Organization should be viewed as 
conservative.  Generally, investments should be made in the context 
of the “Prudent Investor” rule that states: 

 
“Investment shall be made with judgment and care, under 
circumstances then prevailing, which persons of prudence 
and discretion, and intelligence exercise in the 
management of their own affairs, not for speculation, but 
for investment, considering the probable safety of their 
capital as well as the probable income to be derived.  
OHNS will employ a buy and hold strategy (i.e., OHNS 
intends to hold the investment until its stated maturity 
unless there is strong compelling reason not to).  OHNS’s 
philosophy prohibits speculation (i.e., purchase of 
securities with intent to profit from favorable changes in 
market prices) in the Fund.” 

 
Investment Allocations: 
The Fund will be diversified to avoid incurring unreasonable 
and avoidable risks.  The investments will be diversified by 
security type and institution - with the exception of U.S. 
Government securities.  To the extent consistent with the 
investment objectives stated above and investment 
restrictions outlined below, the Fund investment allocation 
should meet the following guidelines: 

 50% or more of the Fund balance should be invested in fixed 
income-related investment vehicles 

 Up to 20% of the Fund balance can be invested in 
diversified, equity-related investments 



 Up to 25% of the Fund balance, but no less than 15% can be 
invested in cash or cash equivalents, (such as money market 
investments). 

 
 
Investment Restrictions: 
The Fund’s investment vehicles should meet the following guidelines:   

 All investments will be denominated in United States dollars.  
 All investments shall be marketable securities with liquid and 

ready markets. 
 Fixed income investments should be the highest quality with 

minimal risk exposure, with none of the total Fund assets 
invested in investments rated below investment grade.  In the 
event of fallen angels, where ratings migration causes below 
investment grade ratings, the exposure should not exceed 5% of 
the fixed income investments.  No investments will be made in 
the corporate debt of a single issuer or equity of a single issuer.  

 Equity-related investments should be made in diversified mutual 
fund investment vehicles 

 Borrowing for investment purposes is prohibited. 
 
Eligible Investment Vehicles: 
Consistent with the requirements of law and this Investment Policy, 
the assets in the Fund may be invested in the following areas: 

FIXED INCOME AND CASH EQUIVALENT VEHICLES- 
1.  United States Treasury securities 
2.  Securities issued by a United States Government Agency or 

guaranteed by the United States Government. 
3.  Banker’s Acceptances and Yankee Banker’s Acceptances. 
4.  Certificates of Deposit or other senior bank obligations. 
5.  Commercial Paper rated A1, P1 or D1 (i.e. high quality). 
6.  Corporate debt instruments with a minimum of BBB- by one of 

the Nationally Recognized Statistical Rating Organization 
(NRSRO). 

7.  Repurchase agreements at least 101% secured by collateral 
that meets the criteria noted in items 1 through 5, with the 
collateral held by a third party custodian. 

8.  Money Market Funds that invest substantially all their assets in 
securities meeting the criteria noted in items 1 through 7. 

EQUITY –RELATED VEHICLES- 
1. Common stock. 
2. Preferred stock. 
3. Convertible securities. 
4. Warrants. 



5. Cash equivalent securities. 
6. Mutual funds that invest substantially all their assets in 

securities meeting the criteria noted in items 1 through 5. 
 
 
Responsibilities: 
The Director, under the supervision and recommendation of the 
Finance Committee, shall be authorized to invest the Fund, although a 
registered Investment Adviser should be retained.  The Executive 
Director will review changes to the investment portfolio with the 
Finance Committee and seek their authorization prior to making such 
changes.  
 
The Director (or Investment Adviser, if retained) will be responsible 
for: 

 Managing the assets in accordance with the objects and in 
compliance with the guidelines outlined in this Investment Policy. 

 Exercising investment discretion within the context of the 
objectives and guidelines outlined in this Investment Policy. 

 Notifying the Finance Committee and the Board of all 
organizational developments that could affect the management 
of the Fund (e.g., investment adviser, portfolio manager or team 
departure, changes in investment philosophy, etc.) within a 
reasonable time frame, but no more than 30 days. 

 Informing the Finance Committee of unusual, notable or 
extraordinary events (e.g., violation of investment guidelines, 
material and unexpected changes in investment value, etc.) 
within a reasonable time frame (but no more than 30 days).    

 
The Board reserves the right to amend this Investment Policy 
at any time they deem such amendment to be necessary, or to 
comply with changes in federal law as these changes affect the 
investment of the Organization’s assets.  On a periodic basis, 
this investment policy statement should be reviewed each year 
at the time of the annual budget preparation to insure its 
consistency with the Organization’s goals and objectives.   
 
Responsibilities of Investment Managers 
Each investment manager must be a registered investment advisor 
under the Investment Advisors Act of 1940, or a bank or insurance 
company, and must acknowledge in writing acceptance of 
responsibility as a fiduciary. Each investment manager will have full 
discretion in making all investment decisions for the assets placed 
under its jurisdiction, while observing and operating within all policies, 



guidelines, constraints, and philosophies as outlined in this statement. 
Specific responsibilities of investment manager(s) include: 
 

1. Discretionary investment management, including decisions to 
buy, sell, or hold individual securities, and to alter allocation 
within the guidelines established in this statement. 

 
2. Reporting, on a timely basis, monthly investment performance 

results. 
 

3. Communicating any major changes in the economic outlook, 
investment strategy, or any other factors that affect 
implementation of investment process, or the investment 
objective progress of OHNS investment management. 

 
4. Informing the Investment Committee regarding any qualitative 

change to investment management organization. Examples 
include changes in portfolio management personnel, ownership 
structure, investment philosophy, etc. 

 
5. Voting proxies, if requested by the Investment Committee, on 

behalf of OHNS. 
 
 
  



 
 

Open House Nursery School 
Whistleblower Policy 

 
General 

Open House Nursery School (“OHNS”) requires its directors, officers and 
employees to observe high standards of business and personal ethics in the 
conduct of their duties and responsibilities.  As employees and 
representatives of the Conservancy, we must practice honesty and integrity 
in fulfilling our responsibilities and comply with all applicable laws and 
regulations. 
 
This policy is not a vehicle for reporting violations of the OHNS’s applicable 
human resources policies, problems with co-workers or managers, or for 
reporting issues related to alleged employment discrimination or sexual or 
any other form of unlawful harassment, all of which should be dealt with in 
accordance with the Employee Handbook of OHNS, as it is those policies and 
procedures that are applicable to such matters. 
 
The matters which should be reported under this policy include suspected 
fraud, theft, embezzlement, accounting or auditing irregularities, bribery, 
kickbacks, misuse of Conservancy assets or suspected regulatory, 
compliance, or ethics-related issues, concerns or violations. 
 

Reporting Responsibility 
It is the responsibility of all directors, officers and employees to report 
violations or suspected violations of high business and personal ethical 
standards and/or applicable legal requirements (Violations) in accordance 
with this Whistleblower Policy. 
 

No Retaliation 
No director, officer or employee who in good faith reports a Violation shall 
suffer harassment, retaliation or adverse employment consequence.  An 
employee who retaliates against someone who has reported a Violation in 
good faith is subject to discipline up to and including termination of 
employment.  This Whistleblower Policy is intended to encourage and enable 
employees and others to raise serious concerns within the Conservancy prior 
to seeking resolution outside the Conservancy. 
 

Reporting Violations 
Questions, concerns, suggestions or complaints regarding the ethical and 
legal standards noted above should be addressed directly to the Chair of the 
Conservancy’s Finance Committee. 
 

Chair of OHNS’s Finance Committee 
The Chair of OHNS’s Finance Committee is responsible for investigating and 
resolving all reported complaints and allegations concerning the ethical and 



legal standards noted above and shall advise the Finance Committee and, if 
the Chair deems it appropriate, the Executive Director (including if applicable 
Co-Executive Director’s), of all such complaints and allegations.  The Chair of 
the Finance Committee is required to report to the full Board of Directors at 
least annually regarding such complaints and allegations. 
 

Accounting and Auditing Matters 
The Finance Committee shall address all reported concerns or complaints 
regarding corporate accounting practices, internal controls or auditing 
brought to its attention.  The Chair of the Finance Committee shall 
immediately notify the Finance Committee of any such complaint and work 
with the Committee until the matter is resolved. 
 

Acting in Good Faith 
Anyone filing a complaint concerning a Violation or suspected Violation of the 
ethical and legal standards noted above must act in good faith and have 
reasonable grounds for believing the information disclosed may indicate a 
Violation of such standards.  Any allegations that prove not to be 
substantiated and which prove to have been made maliciously or knowingly 
to be false will be viewed as a serious disciplinary offense. 
 

Confidentiality 
Violations or suspected Violations may be submitted on a confidential basis 
by the complainant.  Reports of Violations or suspected Violations will be kept 
confidential to the extent possible, consistent with the need to conduct an 
adequate investigation. 
 

Handling of Reported Violations 
The President of the Board will notify the sender and acknowledge receipt of 
the reported Violation or suspected Violation within five business days of 
actual receipt.  All reports will be promptly investigated and appropriate 
corrective action will be taken if warranted by the investigation. 
 
 
 
 
 


