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Metropolitan Volunteer Program

University of Houston

Organizational Constitution

Fall 2019-Spring 2020
Preamble

The mission of the University of Houston Metropolitan Volunteer Program is to create and provide service opportunities for students by collaborating with campus and community partners. Through this, we aim to develop responsible citizens with a lifelong commitment to service while creating sustainable change in our campus and community.
Article I

Name and Location

The organization shall be named the Metropolitan Volunteer Program and hereafter be referred to as “MVP”.  The organization shall be seated at the University of Houston- Main Campus in Houston, Texas.

Article II

Membership

All students at the University of Houston are considered members of MVP and are free to sign up for and attend all MVP events.
Students will not be required to fulfill a financial obligation to be considered members of MVP.  Excluding the Executive Cabinet and Standing Committee Chairs, all general members of MVP shall participate on a volunteer basis only. 
Article III

Infrastructure

Section 1:
The Executive Cabinet shall be exclusive to the Director, Assistant Director of Finance, and Assistant Director of Membership. 
Section 2:
MVP leadership shall consist of the Executive Cabinet Committee Chairs representing the service areas of Hunger and Homelessness Awareness, Children and Education, Health and Wellness, and Environment and Sustainability, and Committee Co-Chairs including one chief of staff per Assistant Director-Chair Committees.  It is hereafter referred to as “the Board”
Article IV
Board Members
Section 1:  Selection of Executive Officers and Committee Chairs
Candidacy for Executive Officer and Committee Chair positions shall be open to any person in good academic standing with the University of Houston. Candidates must possess a minimum cumulative 2.50 grade point average, be enrolled in a minimum of nine hours per semester (fall and spring) for undergraduates and six hours per semester (fall and spring) for graduate students, and be able to attend the annual Executive Leadership Retreat (XLR) in May. 

The selection of the Executive Cabinet and Board will take place in two parts. First the selection of the Director and secondly the selection of the Assistant Directors, and four Committee Chairs.   

A selection committee will interview candidates for all MVP Board positions.  The committee shall consist of the current MVP Advisor(s), current non-applicant Executive Board members and/or other Student Center delegates as needed.  Final decisions for the director position will be voted on by the current non-applicant Board members only, all other positions will be selected in conjunction with the selection committee and the newly selected Director.   
Section 2: Executive Officers
Director
The Director shall serve as the chief executive officer of MVP. It shall be the responsibility of the Director to manage the overall operations and be ultimately responsible for the success of MVP. The Director’s duties shall include, but are not limited to:
· Ensure that MVP is progressing toward achieving its mission and goals

· Work with the Advisor and Board members to set MVP’s vision and strategic initiatives.
· Meet weekly with the Assistant Directors to understand and assist with MVP internal operations and planning.
· Understand and work with the Advisor to ensure that MVP’s programs and events uphold University policies. 
· Chair the organization of MVP’s signature events: MVP Volunteer Fairs, Rock the Campus, and Rock the Block 
· Be responsible for evaluating each Board member’s adherence to the MVP’s Constitution.
· Set schedules and preside over all MVP Executive and Board meetings and prepare an agenda for discussion of business items. Agendas are to be prepared in cooperation with the entire Board and Advisor and are to be written and available to all chairs prior to scheduled meetings.

· Build relationships across campus to further the mission of MVP and represent MVP as needed on University committees. The Director can also appoint one of the Assistant Directors to serve on a committee in his/her absence. 

· Coordinate MVP’s involvement in University events such as The Cat’s Back and Student Center events. 

· Lead the development and coordination of the annual report and presentation for the Student Fees Advisory Committee.

· Maintain a minimum of twenty (20) hours of regular office hours per week.  MVP General Meetings and events are not included in these twenty (20) hours.
· Attend and assist regularly with MVP events.
· Attend and lead all Informational and General Meetings.

Assistant Director of Finance
The Assistant Director of Finance shall serve as the Chief Financial Officer of MVP. The Assistant Director of Finance’s duties shall include but are not limited to:
· Maintain the budget and all financial records for the organization.

· Manage purchasing processes including gathering quotes and contract information.

· Responsible for researching and proposing promotional items, and managing the inventory and distribution of items. 
· Manage and delegate events such as Cat’s Back, RA Scavenger Hunt, WOW Events, etc. 
·  Meet weekly with the executive board and advisor. 

· Meet weekly with two committees to guide event planning and provide direction to chairs

· Manage the leadership development and goal setting of two programming committees

· Assist the Director with the writing and presenting of the annual SFAC report. 

· Effectively market supervised committees’ events and communicate, as needed with UH students, faculty and staff.

· Create flyers, posters and other print marketing for MVP events and meetings. 

· Participate in the interview and selection of committee co-chairs
· Perform tasks to implement MVP Signature events as assigned by the Director.
· Attend and assist the Director in setting the agenda for MVP Board meetings and keep and distribute all board meeting minutes. 

· Maintain a minimum of twenty (20) hours of regular office hours per week.  Metropolitan Volunteer Program General Meetings and events are not included in these twenty (20) hours.
· Attend and assist regularly with MVP events
· Manage event and meeting reservations and registrations. 
Assistant Director of Membership
The Assistant Director of Membership shall serve as the liaison to MVP members. The Assistant Director of Membership’s duties shall include but are not limited to: 
· Meet weekly with the executive board and advisor. 

· Meet weekly with two committees to guide event planning and provide direction to chairs

· Manage the leadership development and goal setting of two programming committees
· Help plan and oversee the bi-annual Volunteer Fairs.
· Assist the Director with the writing and presenting of the annual SFAC report. 

· Effectively market supervised committees’ events and communicate, as needed with UH students, faculty and staff.

· Create flyers, posters and other print and digital marketing for supervised committees’ events. 
· Perform tasks to implement MVP Signature events as assigned by the Director.

· Attend and assist the Director in setting the agenda for MVP Board meetings. 

· Maintain a minimum of twenty (20) hours of regular office hours per week.  Metropolitan Volunteer Program General Meetings and events are not included in these twenty (20) hours.

· Attend and assist regularly with MVP events

· Create and distribute weekly electronic newsletters to members.

· Maintain and update the MVP email Listserv.  

· Responsible for the upkeep of the MVP Member Activity Sheet and website.

· Responsible for overseeing the tracking of hours and ordering and distribution of the President’s Volunteer Service Award

· Responsible for Social media campaigns and posting as well as updates to university listserves for supervised committees’ events 

Section 3: Committee Chairs
MVP shall be comprised of four service committees, each lead by a Committee Chair.  Committee Chairs shall include: Hunger and Homelessness, Health and Wellness, Children and Education, and Environment and Sustainability. Committee Chairs duties shall include but are not limited to:
· Attend all MVP Informational, General, and Board meetings.

· Set the agenda and lead committee meetings with co-chairs, an assistant director, and the graduate assistant. 

· Maintain a minimum of ten (10) hours of regular office hours per week.  Metropolitan Volunteer Program General Meetings and events are not included in these ten (10) hours.

· Assist with interviewing and selecting two (2) committee co-chairs.

· Responsible for maintaining all MVP event procedures including but not limited to: Event proposal, event risk management, event brief, event reservations and registration, web registration, sign-in, service reflection, and hour logging. 

· Work with the supervising Assistant Director to effectively market programs and events.

· Plan and implement both on campus and off campus volunteer events and awareness programming. 

· Work with the supervising assistant director to train and delegate to co-chairs.

· Attend and assist with MVP events.  

· Perform other duties as assigned by the Executive Cabinet

Section 4: Selection of Committee Co-Chairs
Candidacy for Committee Co-Chair positions shall be open to any person in good academic standing with the University of Houston. Candidates must possess a minimum cumulative 2.50 grade point average and be enrolled in a minimum of nine hours per semester (fall and spring) for undergraduates and six hours per semester (fall and spring) for graduate students.  

Each committee co-chair shall be selected through a consensus between the Committee Chair and supervising Assistant Director. Should more than one Committee Chair wish to select the same co-chair a final decision shall be made through a consensus of the Executive Officers.
Section 5: Committee Co-Chairs
Committee Co-Chairs are non-voting volunteer student leader positions that assist the Committee Chairs with planning and executing MVP events. Duties for Committee Co-Chairs include but are not limited to:

· Assist the Committee Chair with the planning and implementation of volunteer opportunities and awareness events. 
· Attend weekly committee meetings with the Committee Chair, Director, and Assistant Director to discuss assigned projects, goals and priorities

· Attend MVP Board meetings every other week.

· Complete a minimum of five (5) office hours per week not including MVP events.

· Attend and assist with MVP events. 

Article VI
Meetings

Section 1: 
The Board shall meet bi-weekly during the fall and spring semesters. Summer meetings will be scheduled on an as needed basis.

Section 2: 
The Executive Cabinet members shall meet weekly with the Metropolitan Volunteer Program Advisor(s).
Section 3: 
All Committee Chairs shall conduct Committee meetings weekly during the academic year. During the summer chairs will meet with the supervising Assistant Director on an as needed basis. 
Section 4: 
The MVP General Membership Meetings shall occur monthly during the fall and spring semesters and are mandatory for the entire Board. If any officers are unable to attend these meetings, they must notify the Director and supervising Assistant Director at least 3 days before the meeting. 

Section 5: 
All members of the MVP board shall meet twice a year for mandatory retreats.  Times for the summer and winter retreats shall be set by the MVP Advisor and Executive Cabinet.
Article VII
Position Removal and Disciplinary Process

Section 1: 
Failure to comply with expectations and duties as outlined in this Constitution may result in impeachment or removal from position.

Section 2: 

If a board member has a formal complaint against the Director, he/she is 
responsible for initiating the procedures listed below:

· Schedule a specific meeting with the Director and the Advisor to discuss the grievance.

· If a resolution cannot be reached with a meeting, the member may present the case in a special meeting with the entire MVP board. Passage of a motion to suggest impeachment must be addressed to the entire board and shall require a three-fourth vote from the entire board to carry out the motion.

Section 3:
Absence from three regularly scheduled board meetings without prior notice during one semester is grounds for removal.

Section 4:
If the Executive Board is made aware through evaluations, individual conferences, personal observation, or other channels of input that there is a probable cause for the removal of a board member, he/she will initiate the following procedures. Probable cause is defined by (but not limited to) producing poor quality work, inappropriate work behaviors that may harm or make others feel uncomfortable:


First Occurrence 

· Issue a verbal warning detailing the problem, explaining what is expected and outlining the consequences.

· Followed by email documentation with advisor cc’d

Second Occurrence

· Meeting with written warning

· Meet with board member and advisor

· Problem will be detailed

· Explanation of what is needed and deadline for change in behavior

· Consequences will be outlined

Third Occurrence

· Meeting with termination letter

· Meet with office, advisor and Center Director

· Detail series of problems and notifications

· Explanation of consequences

· Provide suspension or termination letter 

Article VIII

Constitutional Amendments

Section I:
Amendments to the constitution of MVP may be approved by 2/3 vote of the Executive Officers and Committee Chairs, provided that the amendments have been submitted to the Board in writing no later than the previous meeting.

Article IX

Non Discrimination

As a Registered Student Organization at the University of Houston we adhere to the University of Houston’s Non-Discrimination Policy. The University of Houston is an Affirmative Action/Equal Opportunity institution. The university provides equal treatment and opportunity to all persons without regard to race, color, religion, national origin, sex, age, genetic information, disability, or veteran status except where such distinction is required by law. Additionally, the System prohibits discrimination on the basis of sexual orientation, gender identity or gender expression.
Article X 

Anti-Hazing 

This organization will not initiate, participate in, or be witness to any act that inflicts or intends to inflict physical or mental harm or discomfort or which may demean, disgrace, or degrade any person, regardless of location, intent, or consent of participant(s).
