
 

 
 

 
Dwight School Seoul Parent Association Constitution 

1. Title  
The name of the Association shall be “The Dwight Seoul Parent  Association,” 
hereafter referred to as the “PA.”  

2. Purpose  
The purpose of the PA shall be to promote, support and enrich the interests and 
welfare of the students, teachers and parents of Dwight School Seoul through social, 
extracurricular, and fund-raising activities.  

3. Membership  
Membership in the PA shall consist of parents and guardians of students attending Dwight School  
Seoul. 
 
4. Fees 
A membership fee will be established annually by the PA Board, subject to Head of School and 
Director of Operations approval, and will be assessed to each Dwight School Seoul student 
enrolled for the upcoming school year.  Membership fees will be collected in conjunction with the 
assessment of the Dwight School Seoul tuition and will be distributed to the PA Treasurer by the 
Dwight School Seoul Director of Operations.  The PA Board will determine the allocation of these 
fees to various PA Committees.  
 
5. PA Governance 
a) The PA is led by a main board (the PA Board).  The Parent Association Board is led by an 
Executive Committee comprised of four elected officers. 
 

1) President (term to be limited to no more than 3 consecutive yearly terms). 
2) Vice President 
3) Treasurer 
4) Secretary 

 
 
 
 



An Advisory Person may be appointed by the PA Board, to attend PA Board meetings as a non-
voting member with the goal of facilitating an understanding of, and continuity with, previous PA 
Board activities.  The Advisory Person will be a current member of the Dwight School Parent 
Association and who has previous PA experience.  
 
In addition to the above, ex-officio will be invited to attend PA Board meetings as a non-voting 
member.  The ex-officio includes: the Head of School, Director of Operations, the Upper School 
Principal, the Lower School Principal and/or Communications Representative.    
 
b) Duties and Responsibilities of Elected PA Executive Committee Members  
 

1) President 
• The President is the official representative of the PA.  In addition to presiding 

over all PA Board meetings, the President will have overall responsibility for all 
school-wide PA activities, events, and publications, and shall attend such other 
school meetings and functions as may be required.   

• Welcomes parents new to Dwight and introduce to the PA. 
• Maintain PA/school diary of events to ensure correct funding and support. 

2) Vice President  
• The Vice President shall serve in the absence of the President and shall be the 

presiding officer over all PA meetings in the absence of the President.  In 
addition, the Vice President will attend such other school meetings and 
functions as may be required.   

3) Treasurer 
• Review the PA’s financial records before assuming duties. 
• Notify the President immediately of all incoming and outcoming monies.   
• Obtain authorization from the PA Board before spending.   
• Prepare financial reports and records relating to all school-wide PA events, 

activities, programs, The Sprit Store Shop, and any other school-wide 
fundraising activities. 

• Oversee the collection of monies at PA Board functions and provide a written 
receipt for persons delegated to collect or raise funds during an activity. 

• Deposit all monies in the specified PA bank account approved by the Board. 
• Submit a written financial statement at each monthly board meeting and at 

each general membership meeting. 
• Prepare PA yearly budget. 
• Report income and expenses as compared with the budget.   

4) Secretary 
• Responsible for the complete and accurate recording and distribution of 

Meeting Minutes for all PA meetings. 
• Once approved, Meeting Minutes shall be distributed to the PA Board 

members, Administrators, and any other interested parties, as well as posted on 



the PA webpage. 
• Liaise with the Communications Department and also be responsible to make 

sure agendas for upcoming PA meetings are posted on the PA webpage, 
advertising PA meetings, and sending out communications between the PA, 
Parent Link, and parents. 

c) Standing Committees 
Dwight School Seoul PA Board shall have up to five Standing Committees that will support PA 
sponsored activities throughout the school year, including the Spirit Store Committee and Special 
Events Committee. 

• Special Events Committee is responsible for two major fundraiser events: Dwight Night 
and International Spring Fair.   

• Spirit Store Committee is responsible for operating the Store; ordering and maintaining 
an inventory of informal uniforms and other school related merchandise. 

While the PA Board is led by the Executive Committee, each Committee is led by a chairperson. 
He/she is a member of the PA Board with voting privileges. 

• Committee Chair positions are open to all members of the Parent Association; Chairs can 
be appointed by the members of the Executive Committee or by self-nomination. 

• Committee Chairs are required to attend the monthly PA Board meeting as a member of 
the PA Board.     

 
d) General Conduct 

• Board members are obliged to attend PA meetings regularly 
• As a role model for Dwight School Seoul, Board members are expected to conduct 

themselves in a manner which reflects the school’s mission and philosophy. 
• Board members are expected to promote the school wherever possible. 
• Board members are specifically prohibited from receiving cash compensation. 
• Board members should not make decisions based on whether or not they or their family 

may benefit but, instead on what is in the best interests of the PA and Dwight School 
Seoul. 

• Board member should not share confidential information. 
• Board member should disclose if they or their families stand to gain by a decision and 

abstain from voting if they have a close personal interest. 
 
6. PA Meetings   
a) Monthly Meetings  

1) Monthly Meetings of the PA General Membership are to be set by the PA Board 
President, subject to school approval, at the first PA General Meeting of the new 
school year. The President may call additional meetings as necessary.  
2) As an accommodation, a minimum of seven days written notice of the Monthly 
Meeting, along with the proposed agenda, shall be posted on the PA web-page 
and distributed to the respective members as so desired.  
3) PA meetings shall be held in the official school language; English. However, 



provisions for translation shall be made where possible.  
 

b) PA Board  
Special Meetings of the PA Board may be called at any time at the request of any 3 
PA board members. A minimum of five days notice to PA Board members, along 
with the proposed agenda, shall be given for any Special Meetings.  

c) Special General Membership Meetings  
Special meetings of the General Membership may be called at any time upon the  
prior notification to the PA Board President and Secretary by at least 20 members 
of the PA. Any request for a Special General Meeting must include the specific 
agenda items to be discussed and must follow a minimum 2 week notice to the 
general PA membership.  

d) Annual General Meeting  
The reorganization of the PA Board shall occur at the last general PA meeting of 
each school year. At such, reports from the President, Event Chairs, and Treasurer 
shall be presented.  

Decisions made at any PA meeting shall be by a simple majority of those present.  

7. Election of PA Board  
1. All members of the PA are eligible to run for office.  
2. A new PA board will be established before the last day of the school year. (In 

the event of no board members being elected, Dwight School Seoul 
administration will oversee the re-election process when the new school year 
begins).  

3. PA Board members shall be elected for a period of 1 school year, from June 
30th to July 1st. Any PA Board member may offer himself/herself for re-
election (with the exception of President whose term limits are defined in 
section 5a).  

4. The nomination notice sent to all PA members will include specific 
information: (1) a list of all available executive board positions; (2) term limits, 
if they are included in the bylaws; (3) The only qualification for all offices is 
being a parent of a child in the school; (4) contain information on how 
parents can become candidates; and (5) the date the nomination closes.  

5. The current PA President will send an election notice to all PA members 
containing nominee information and the voting process, a minimum of 1 week 
in advance of the election. 

6.  All candidates will be given the opportunity to address the PA membership    
by way of the PA website and/or in person during an election meeting. 

7. . Voting will take place one of two ways as advised in the election notice. 
Either: Online voting system (details sent out in the election notice 



explaining how the online process will operate) or through written ballots at 
an election meeting with no allowance for email, proxy or absentee ballots. 

 
8. Voting will close strictly at the time and date announced in the election notice, 

any votes occurring after the deadline will not be counted. The first vote 
placed is the one that will be counted. Any subsequent votes from an 
individual will be discarded.  

9. Ballots will be counted immediately following the conclusion of voting and in 
the presence of the PA Secretary and Dwight Staff Member. 

10. All members of the PA are eligible to vote, though voting by proxy or 
absentee ballots is not permitted.  

11. After the election, a list of all elected PA executive board members, 
including names and phone numbers or email addresses, will be made 
available to the membership.  

12. Vacancies on the PA Board occurring before the expired term shall be 
filled by the majority vote of the entire PA Board. The PA Board may 
choose to accept e-mail voting upon the direction of the President. The 
results of the vote must be presented at the next Board meeting and be 
recorded in the PA Board Minutes.   

13. Board member vacancies which arise after the start of the school year should 
be filled as soon as possible.  

 
A re-election is required in the following instances 
1) When the PA has failed to conduct a valid annual election, 
2) When the PA is unable to fill the board by succession. 
Voting is conducted in the same manner as an annual election. Dwight School 
Seoul administration will oversee the nominations and re-election. 
 
If there is failure to elect a complete PA Executive Board after a re-election, 
then authority reverts to the Head of School to establish a new board with no 
voting process taking place. In addition, the Head of School has the right to 
appoint an acting President to fulfill duties until an executive board has been 
formed. 

 
8. Powers  
PA Board  

1) The PA Board is subject to the oversight authority of the Head of School.  
2) The PA Board is subject to the provisions of this Constitution and any decisions 
made at any Monthly Meeting of the PA Board. The PA Board shall be specifically 
empowered to act in all school-wide PA matters.  
3) The PA Board shall submit all activities and dates of activities to the Senior Leadership Team 
for approval as well in advance as possible.  



4) PA Board decisions shall be made by a simple majority of PA Board members 
attending the meetings, and the President shall have the deciding vote in any tie. 
The PA Board may choose to accept e-mail voting upon the direction of the 
President. Decisions shall be made by the majority of the PA Board. The results of 
the vote must be presented at the next Monthly Board meeting to be recorded in 
the PA Board Minutes.  
5) The Advisory Person has a voice, but no vote.  
6) Ex-officios have a voice, but no vote.  
7) The President may invite any other person with an interest in its affairs to 
attend any meetings of the Board with a voice, but the person invited will have 
no voting rights at the meeting.  
8) The PA Board may seek assistance from the general PA membership  
forming sub-committees, for any period required in order to complete a 
designated project. b) General Membership  
9) Any member of the PA has a vote in electing the PA Board Officers and in 
amending this stated Constitution.  
10) Any member of the PA has the right to make his/her voice heard at the 
monthly general membership meetings.  

9. Funding and Accounts  
a) PA funding will be derived from the membership fees described in Section 4       
above and from any other PA fundraising activities, and will be used solely for the 
benefit of Dwight School Seoul students through PA run activities. These funds will 
not be distributed to any outside charities or organizations.  
b) The PA Board will be responsible for all financial matters relating to PA school-   
wide events, activities and programs and will maintain an account through the school 
for this purpose. The PA Board shall delegate signing authorities for this account.  

10. Amendment of Constitution  
This Constitution may be amended at any Reorganization or Special Meeting of the 
PA, provided that (listed in order of action):  

a) The PA Board has approved the amendments by a majority vote.  
b) The School Board has reviewed and approved the amendments.  
c) Two-thirds (2/3) ratification by the PA general membership in attendance 
at any duly noticed Reorganization or Special Meeting of the PA General 
Membership.  

11. Effective Date  
This Constitution becomes effective on the date it is approved as stated in Section 10.  



Approved By:  
Head of School 
PA Board 
PA General Membership 
3/5/13 
11/2022 

 
 


