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Local Education Fund

Public Education Network (PEN), a network of local education funds (LEFs) serving communities
throughout the United States and around the world, has developed a handbook to help launch new
LEFs and to maximize the capacity and effectiveness of existing organizations.
Local education funds are independent, nonprofit organizations at the center of reform efforts to
improve public education and reconnect people to the institution of public education. In developing
this handbook, PEN drew upon the experience of almost 100 LEFs, many of whom are pioneers and
leading innovators in education reform.
The handbook begins with a brief introduction to the structure and mission of Public Education
Network and then goes on to provide step-by-step information on how to establish and run a local
education fund. It is designed to be a reference for those starting an LEF, as well as an operational
tool and checklist for leaders of existing LEFs.
Building public demand and mobilizing resources for quality public education so that all children,
irrespective of race or income level, can achieve to their full potential is a great challenge. We hope
this handbook will provide you with the tools you will need to take up this vital work and will serve as
an ongoing resource in the years ahead.
If you are thinking of creating an LEF or considering membership in PEN, please contact our
member services and development office at 202 628 7460 and let us assist you. Additional resources
and sample documents are included in the appendix to this handbook and on the online version at
www.publiceducation.org.
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Systemic School
Reform

About PEN
Public Education Network, established in 1983, is a constituency of organizations and individuals
working to strengthen, support, and promote quality public education through the development of
local education funds – independent, nonprofit, community-based organizations uniquely positioned to
work with school districts, inform communities, and engage the public in local education reform.

PEN Membership
Public Education Network represents nearly 100 LEFs in the United States and abroad. PEN provides
LEF members with information, technical assistance, professional development, resources, and
opportunities for peer interaction to help them build capacity and improve organizational effectiveness.
Network affiliation also gives LEFs an opportunity to broaden the context and content of their work
through a cross-fertilization of ideas, models, and standards that can be adapted to local schools and
communities. In addition, PEN highlights LEF work and accomplishments at the national level, and
works to increase overall LEF visibility and influence.

Applying for Membership
PEN’s application process can take anywhere from a few months to more than a year, depending on
the current structure and organizational readiness of the applicant organization. PEN staff assists all
applicants with every aspect of the application process.

Membership Benefits
•

Ongoing networking opportunities and year-round member events

•

Representation of local public education issues at the national level

•

Regular communication on federal legislation, job announcements, member events
and activities, and other resources

•

Specialized conferences and seminars

•

Access to professional leadership development

•

Publications and toolkits on current public education issues

•

Member-tested marketing strategies to include a CD-ROM of tools and materials

•

Information and resources on nonprofit leadership and governance

•

A tailored integration program for new members

•

Support from national office staff experienced in a broad range of education issues

For more information, go to “PEN Member Benefits” at www.publiceducation.org.
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To start the application process, visit the “Application Information” section of the PEN website at
www.publiceducation.org and submit basic organizational information. PEN’s member services and
development team will then follow up to learn more about your organization and give you a detailed
explanation of the membership process.

Membership Criteria for Prospective Applicants
•

Works with, but is independent of, the public school district

•

Employs a professional staff

•

Has a board reflective of the community

•

Works in a high-poverty area

•

Is committed to whole-system reform to ensure high-quality education for all children

Our Values
•

Public education is fundamental to a democratic, civil, prosperous society.

•

Public schools are critical institutions for breaking the cycle of poverty and redressing social
inequities.

•

Education reform must be systemic to be effective.

•

Public engagement, community support, and adequate resources are essential to the success of
public education.

•

Independent community-based organizations must play a central role in building and sustaining
broad support for high-quality public education and for achieving significant reform in the nation’s
public schools.

•

Parents and caregivers must be involved in any attempt to improve public schools.

LEFS + national office = Public Education Network
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LOCAL EDUCATION FUNDS
Local education funds (LEFs) are community-based nonprofit organizations engaged in public
education reform.
LEFs are part of a large category of education-supportive intermediary organizations largely composed
of school foundations. While school foundations and LEFs are similar in their desire to improve public
schools, there are several distinctions.

LEFs

School Foundations

Serve school districts with significant populations of

Support the local public education system regardless

low-income families

of income need

Work with one school district, multiple districts, a

Typically support a single school

region or a state
Independent from, although collaborative with, the

In many cases, operate as part of the school system

school system
Serve as “critical friends” of public schools and can

Most often governed by the school system and,

support and critique as needed

therefore, less likely to be critical

Focus on initiatives that will aid in school reform and

Support public schools primarily through charitable

civic engagement

giving

PEN member LEFs work in communities with populations ranging from less than 10,000 to almost 10
million, have staffs ranging from 1 to more than 70 professionals, and have annual operating budgets
ranging from under $100,000 to more than $20 million.
Despite this diversity, all LEFs affiliated with PEN are united by a conviction that every child deserves
a quality public education, that community engagement is the missing ingredient in school reform, and
that the level of public involvement ultimately determines the quality of education provided by public
schools.
LEFs work with a wide array of constituencies, but their primary constituent is the public school
district, whether that translates into a single school district, several districts, or all districts in a
county or state. The relationship between LEFs and their school districts is complex. While their
independence from the school district enhances their authority and credibility, LEFs must nonetheless
gain approval from district boards of education for the assistance they wish to provide to local


Who Helps Public Schools? – A Portrait of local education funds 1991-2001, Center on Nonprofits and Philanthro-

py, the Urban Institute. Washington DC: November 2003.
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schools. Often described as “critical friends” of school districts, successful LEFs tend to have good
working relationships with their school boards, school superintendents, school administrators, local
principals, and teachers.
LEFs also work with groups external to the district. Many LEFs work closely with the business
community, providing businesses with a vehicle through which they can channel resources and
expertise into the school district. Business leaders have been involved in the formation of many LEFs
and sit on their boards of directors. LEFs also work to get parents, community groups, and institutions
engaged in the work of the school district and actively seek out the resources and expertise of
universities, social service agencies, faith-based groups, foundations, and individual donors.

LEF Accomplishments
LEFs, both in the United States and abroad, have made major advances toward educational
excellence:
•

Raised more than $4 billion to improve public schools and launched more than 300 school
improvement initiatives in the past two decades

•

Leveraged more than $15 billion in public dollars by supporting local bond and tax referenda,
increases in state and local budgets, and litigation

•

Assisted in developing and recruiting additional school board candidates in more than
50 districts

•

Funded innovative teacher initiatives

•

Supported mentoring and before- and after-school programs

•

Collected and shared compelling educational data

•

Facilitated productive, innovative partnerships between community institutions and
government entities

For more information on LEF programs, go to “LEF Accomplishments” at www.publiceducation.org.

Starting an LEF

STARTING AN LEF
Local education funds arise out of the conviction that a quality system of public education is in
the best interest of every member of the community. Where education disparities exist, they must
be reconciled before the community can thrive and reach its full potential. Some indicators of a
community in need of an LEF include high dropout rates, low levels of parental involvement, low voter
turnout for school board elections, high teacher turnover rates, educators teaching subjects outside
their areas of expertise, and crowded schools with large classes.
Many LEFs are launched by groups of interested citizens who share a vision of what is needed to
achieve education excellence. Suggested steps for LEF formation follow.

Lay the Groundwork
Research existing LEFs. Start by reviewing the list of Public Education Network members, which
is posted on the PEN website. You may also wish to look at lists of public school foundations to see
where they are active. Pay particular attention to organizations located in communities of size and
demographics similar to yours.
Contact the PEN national office for materials and resources. PEN’s member services and
development team will provide advice and guidance.
Become familiar with state requirements for nonprofit organizations. Contact your state
association or the National Center for Nonprofit Associations.
Assess community, district, and school board interest in starting an LEF. Arrange a meeting with
administrators of the schools you would like to assist.

Build Support
Establish a clear understanding of your intended work. Initial misconceptions can grow into major
impediments. A Memorandum of Understanding should be developed to clearly outline roles.
Establish a steering committee. Identify community residents committed to public education and
to the LEF concept. This group should have ethnic and gender diversity and include civic and business
leaders, parents and guardians, the school district superintendent (who will serve in an ex officio
capacity), teachers and union representatives, experienced fundraisers, attorneys and accountants
familiar with 501(c)(3) nonprofit organizations, marketing experts, and media contacts.
Find or be a champion. Your LEF is most likely to succeed if it has a champion, someone who is
convinced that the public schools need community support and has the charisma and contacts to
enlist others.
Invite veteran LEF board members and administrators to talk to the steering committee about
their experiences in starting an LEF.
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Planning & Documentation
Set a course. Convene a steering committee to plan the organization, determine its general mission
and goals, identify prospective candidates for the board of directors, and review materials from
other organizations. The steering committee should reach consensus on the purpose of your LEF, to
include identifying which schools the LEF seeks to assist. Agreement on these aspects of your work
will help when it comes time to select a name and draft a short, clear mission statement (See the
“Governance” section of this handbook for more information about LEF mission statements). Once that
has been accomplished, invite the superintendent or a deputy to make a brief presentation about the
schools, attest to the support of the board and administration, and answer questions.
Make sure you have an attorney on the steering committee who can help your organization work
through the various steps involved in incorporation and the acquisition of 501(c)(3) status.
Draft articles of incorporation and file a request for incorporation as a nonprofit organization
with the proper state agency, typically the Secretary of State or State Department of Assessments
and Taxation. The articles of incorporation (AOI), typically the first formal organization document to
be drafted, is a legally binding document that establishes the organization and its inherent limited
liability benefit. Articles of incorporation usually require the name of the organization (referred to as
the “corporation”); the corporation’s specific purpose; the intended duration of the corporation’s
existence; the address, name, and contact information for initial board members; and whether it is a
membership organization. Once the articles of incorporation have been approved, the state will issue
a certificate of incorporation.
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Draft by-laws. By-laws should track the information contained in the AOI and include more detailed
policies to govern your organization. By-laws can be amended by a vote of the board of directors. An
attorney should review both the AOI and by-laws to make sure that these documents follow proper
state guidelines since requirements vary from state to state. See the appendix of this handbook for
sample articles of incorporation and by-laws.
File Federal Form 1023 (Application for Recognition of Exemption) with the IRS to apply for
501(c)(3) status within 15 months of incorporating. The form requires a three-year operating budget
and the names of members of the board of directors among other important items. You will receive
a temporary exemption (advance ruling) from the IRS. After the advance ruling period, the IRS
will request additional information to grant a permanent exemption status. These papers must be
maintained in a permanent file. You should work with an attorney to draw up both the incorporation
papers as well as Form 1023.
The IRS letter confirming your 501(c)(3) status, which can take four to six months to process, will
mean that donations to your organization are tax deductible. To learn more about the application
process, order IRS Publication 557. Please note: many corporations and foundations will not consider
requests for funds unless they are accompanied by a copy of the IRS letter.
There are many types of “tax exempt” entities. While most are excluded from paying federal income
tax, many do not qualify for the status that allows donors to deduct their donations for income tax
purposes. You will need that status for fundraising so make sure to review the criteria with your
attorney.
File Federal Form SS-4 to obtain an Employer Identification Number from the federal government.
This should be obtained early in the process, since it will be needed for many additional steps.
Complete additional filings with the tax commission in your state, including a request for state tax
exemption, and file a Federal Form 990 with the IRS at the end of the fiscal year in lieu of an income
tax form.
Establish a financial recording system, to include controls for donor records and to meet
financial reporting standards. Ask your accountant to set up a chart of accounts, the general ledger
and journals. Set up a receipt system that complies with IRS contribution reporting requirements for
501(c)(3) organizations. Determine if your audit will be done by an outside firm or an internal audit
committee. If possible, use an outside auditor. See the “Finance” section of this handbook for more
information.

Mobilize Leaders
Nominate board members. Before filing for incorporation, select a nominating committee from
the steering committee members to nominate a board of directors. Some LEFs have suggested that
the nominating committee functions best when it mirrors the desired board composition. Consult the
“Governance” section of this handbook for more information on how to select a board.
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Hold an organizational meeting of the steering committee to draft the mission and the by-laws and
initial budget. Appoint someone to record the minutes of this organizational meeting.
Hold the first formal board meeting. After receiving the organization’s certificate of incorporation,
launch the LEF by ratifying the by-laws and electing officers. Make sure that the newly recruited board
members are comfortable with their roles.

House Your Operation
Establish an office. Your LEF will need a place to meet, keep its files, and receive mail and telephone
calls. There are, however, alternatives to renting office facilities.
In the beginning, a home office might serve your needs. The board and its committees could meet
in public buildings, such as libraries, or in the conference rooms of local businesses. Donated office
space is another option. Companies, such as financial institutions, that have moved operations to
another location or have cut back on staff may have empty space available. ASK!
School districts have also offered LEFs facilities and in-kind assistance such as supplies,
photocopying, and secretarial assistance. LEFs that accept this kind of assistance while seeking more
permanent arrangements should avoid giving the appearance to the community, and to the IRS, that it
is an extension of the school district. If “in-kind” facilities are donated to your organization, make sure
there is a clear Memorandum of Understanding or contract.

Launch Your LEF
Inform the community about your LEF, its goals and its needs, and notify the school board that the
LEF has been formally launched. Develop a written explanation of your mission and your understanding
of how your LEF will operate. It is prudent to include a specific statement acknowledging the
school board’s responsibility to oversee the operation of the schools, including its right to reject

10
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forms of assistance the LEF might offer. Ask the school board to adopt a formal policy about the
relationship between the LEF and the school district. It is best if you craft a policy or memorandum
of understanding together and have the board of directors of the LEF and the school board sign it to
mark your collaboration.

Programs & Action Plans
Develop your programs. Your programs should respond to the needs of the community and be
scaled to the capabilities and resources available to your LEF. See the appendix in this handbook for
initial project ideas as well as programs for established LEFs.
Determine responsibilities and assign work to board members and board committees. Develop
procedures by which staff will report to the board of directors. BoardSource (www.boardsource.org) is
a good starting place to learn about nonprofit governance. Also, see the “Governance” and “Staffing”
sections of this handbook for more information.
Plan your fundraising. A number of sources and tips for fundraising are in the “Resource
Development” section of this handbook. A good fundraising plan, and its effective implementation, is
vital to the development of a sustainable organization.
Apply for membership in Public Education Network. By becoming a member of PEN, you will
become closely connected to a wealth of resources that will help your LEF strengthen its programs
and capacity. Once an application has been accepted, it is important to budget for annual dues and
for attendance at PEN national meetings by at least one staff member. PEN holds a retreat each
summer for LEF directors and an annual conference every fall that is open to all LEF staff and board
members. Other learning events take place throughout year. Check the PEN website for current event
information.

Handbook for Education Excellence • Public Education Network
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Nonprofit Basics

NONPROFIT BASICS
Criteria for Grantmaking Organizations
Many LEFs grant money to other organizations, either as a subcontract for some aspect of LEF
evaluation or program work, or by providing flow-through funding – a subgrant – to a local school or
partnership.
The standard agency grant agreement requires grantees to obtain the written approval of the grant
project manager prior to selecting a subcontractor or subgrantees to perform services under the
grant unless those contingencies were written into the original grant. Approval may be granted based
upon a written request, or it may be contained in the original grant contracts. The grantee must
disclose the intended purpose and amount of such subcontracts or subgrants. Make sure you follow
locally applicable competitive bidding processes, and identify the subcontractors or subgrantees
chosen. Grantees must also include a provision in their subcontract or subgrant agreements that
make the subcontractors and subgrantees subject to audit.
Subcontractors or subgrantees specifically identified in a grant that is secured in accordance with
applicable legal requirements and grant provisions are deemed approved when the grant agreement is
signed.

Record Keeping
LEFs should hire an attorney to make sure that all state and federal laws are being adhered to in every
way. Having an accountant set up the books properly is also essential.

Handbook for Education Excellence • Public Education Network
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In basic terms, you must keep a record of receipts and expenditures. You must monitor programs and
their budgets. Program budgets should be separate from non-program budgets in your accounting
system. Records of tax returns and program receipts need to be in order.
Supporting documents that show contributions, purchases, sales, and payroll expenses verify
organizational transactions. Grant applications and awards, sales slips, paid bills, invoices, receipts,
deposit slips, and cancelled checks contain information to be recorded in accounting records. Keep
these documents because they support the entries in books and the entries on tax returns.
LEFs must keep accurate employment tax records and these records should be kept for at least four
years after the date the payroll tax becomes due or is paid.
A record of assets, such as investments, buildings, and furniture that an organization owns and uses in
its activities should include the following information:
•

When/how the asset was acquired

•

If debt was used to acquire the asset

•

Purchase price

•

Cost of improvements

•

Deductions taken for depreciation, if any

•

Deductions taken for casualty losses, if any, such as resulting from fires or storms

•

How the asset was used

•

When/how the asset was disposed of

•

Sale price

•

Sale expenses

Exempt organizations must keep records for an extended period of time as stipulated by the IRS.
Keep the records that support an item of income or deduction on a return until the period of limitations
for that return runs out. The most common limitation period is three years after the date the return is
due or filed.
Some records should be kept permanently. These include application for exempt status, the
determination letter recognizing exempt status, and organizing documents such as the articles of
incorporation and by-laws with amendments.
When records are no longer needed for tax purposes, the organization should determine if they are
needed for a grantor, insurance company, creditor, or state agency.
A 501(c)(3) organization must make certain documents available for public inspection upon request
and without charge, except for a reasonable charge for copying. The organization must disclose its
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exemption application (Form 1023) along with all supporting documents and a copy of the exemption
ruling letter issues by the IRS.
Although an organization must disclose its annual tax return (Form 990) with schedules, attachments,
and supporting documents filed with the IRS, it does not have to disclose Schedule B of Form 990,
which lists its contributors. Returns need to be available for disclosure for only three years after the
due date or filing date of the return.
There are two general rules that organizations need to be aware of to meet the disclosure and
substantiation requirements for federal income tax return reporting purposes: 1) a donor must obtain
a written acknowledgement from a charity for any single contribution of $250 or more before the
donor can claim a charitable contribution on a tax return; and 2) a charitable organization must provide
a written disclosure to a donor who makes a payment in excess of $75 partly as a contribution and
partly for goods and services provided by the organization.

Handbook for Education Excellence • Public Education Network
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GOVERNANCE
Board Composition
If the LEF steering committee is large enough and is representative of different segments of the
community, its members could populate the entire board. If more members are needed at this stage
in LEF formation, it is the steering committee’s responsibility to generate and prioritize names. A
nominating committee should be established to take on this function long term.
Look for good communicators, corporate employees, small business owners, employers of your
public school graduates, labor leaders, religious leaders, members of organizations serving youth,
people with a strong commitment to public education, people with fundraising experience, and people
from segments of the community not yet represented. You probably should avoid politicians, recent
members of the school board, and people planning to run for the school board or other elected
office. Try to include an attorney, an accountant, and a public relations professional; their professional
expertise will be valuable to the organization.
When you have identified target board members, have the steering committee member who knows
each candidate best invite the candidate to lunch, perhaps with a school administrator. When
recruiting new members, be honest about time requirements and the expectation that they will donate
to, and help raise money for, the organization.

Executive Director Oversight
A key role for the board of directors is to supervise and evaluate the executive director of the LEF.
The board should provide strategic guidance and planning, then empower and support the executive
director in the role and duties they have designed. The board should outline the responsibilities and
communicate the expected outcomes for the executive director.

Committees
To run efficient, productive board meetings, LEFs rely on committees to do preparatory work. See
page 17 for a list of functions conducted by various standing and ad hoc board committees. These
lists are not intended to suggest that every board should have all of these committees; ultimately,
every LEF must determine which committees should be formed and what their function should be. For
more information on board committees, visit www.managementhelp.org
The committee structure allows LEFs to broaden the constituency representation on their boards and
enhances opportunities for public engagement. Potential committee members should be recruited with
a specific purpose in mind and for their potential as future board members. Ad hoc committees come
into existence to accomplish a specific task and then cease to exist.
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Standing Committees

Typical Roles

Program Development

Guides development of service delivery mechanisms; may include service
evaluation. Serves as the link between board and staff on program activities.

Evaluation

Ensures sound evaluation of programs or services to include outcomes, goals,
data, analysis, and resulting adjustments.

Board Development/
Nominating

Ensures effective board processes, structures, and roles to include retreat
planning, committee development, and board evaluation. Sometimes takes on
the role of a nominating committee and keeps lists of potential board members,
their orientation and training. The nominating committee should mirror the
desired board composition.

Personnel

Guides development, review and authorization of personnel policies and
procedures; sometimes leads evaluation of the executive director. May assist
executive director with leadership and management issues.

Fundraising

Oversees development and implementation of a fundraising plan; identifies
and solicits funds from external sources, working with a development officer if
available. Sometimes called the development committee.

Finance

Oversees development of the budget; ensures accurate tracking/ monitoring/
accountability of funds; ensures adequate financial controls; reviews major
grants and associated terms. Often led by the board treasurer.

Marketing

Oversees development and implementation of a marketing plan to include
identifying potential markets, their needs, how to meet those needs with
programs, and how to promote the programs. May also represent the
organization to the community and enhance its image through media outreach.

Ad Hoc Committees

Typical Roles

Audit

Plans and supports audit of major functions, e.g., finance, programs, or
organization.

Campaign

Plans and coordinates major fundraising events. Sometimes a subcommittee
of the fundraising committee.

Ethics

Develops and applies guidelines for ensuring ethical behavior and resolving
ethical conflicts.

Events

Plans and coordinates major events, such as fundraising or team building.
Sometimes a subcommittee of the fundraising committee.

Nominating

Identifies needed board member skills, suggests potential candidates, and
orients new members. Sometimes a subcommittee of the board development
committee.

Research

Conducts specific research and/or data gathering to make decisions about a
major organization function.
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Board of Director Meetings
Meetings provide board members with a venue for activities, for discussion on important issues, and
for decisions that will guide the organization in the future. The following meeting agenda is indicative
of a typical board meeting.

(Organization Name)
Board Meeting Agenda
(Month, Day, Year)
(Location)
(Planned Starting Time to Ending Time)

Time

Activity

Action

5 minutes

1.

Call to Order

2.

Minutes from previous meeting

Discussion

10 minutes

3.

Executive Director’s report

10 minutes

4.

Finance Committee report

Approve Budget
Changes

10 minutes

5.

Development Committee’s report

Discussion

20 minutes

6.

Other committee reports

Discussion

10 minutes

7.

Other business

Discussion

5 minutes

a.

Old

b.

New

c.

Announcements

8.

Review of actions from previous meeting

9.

Reminder of the next meeting

Discussion

10. Adjourn

While listing times on the agenda is optional, setting time limits helps to move the agenda along.
The most important items should always be at the top of the agenda so that there is adequate time
for discussion during the meeting. The agenda and minutes from the previous meeting should be
distributed at least one week prior to the board meeting.
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Self-Assessment Tools
Many LEF boards conduct self-assessments to determine the health of the board and to make plans to
improve functions that get a lower rating.

Rating*

Indicator

Met

E

The roles of the board and executive director are defined and respected,
with the executive director delegated as the manager of the organization’s
operations and the board focused on policy and planning.

E

The executive director is recruited, selected, and employed by the board of
directors. The board provides clearly written expectations and qualifications
for the position, as well as reasonable compensation.

E

The board of directors acts as governing trustees of the organization on
behalf of the community at large and contributors while carrying out the
organization’s mission and goals. To fully meet this goal, the board of
directors must actively participate in the planning process as outlined in
planning sections of this checklist.

N

The board’s nominating process ensures that the board remains appropriately
diverse with respect to gender, ethnicity, culture, economic status, disabilities,
and skills and/or expertise.

N

The board members receive regular training and information about their
responsibilities.

N

New board members are oriented to the organization, including the
organization’s mission, by-laws, policies, and programs, as well as their roles
and responsibilities as board members.

A

Board organization is documented with a description of the board and board
committee responsibilities.

A

Each board member received a board operations manual.

E

If the organization has any related party transactions between board members
or their families, they are disclosed to the board of directors, the Internal
Revenue Service, and the auditor.

E

The organization has at least the minimum number of members on the board
of directors as required by their by-laws or state statute.

E

If the organization has adopted by-laws, they conform to state statute and
have been reviewed by legal counsel.

E

The by-laws should state a) how and when notices for board meetings are
made; b) how members are elected/appointed by the board; c) what are the
terms of office d) how board members are rotated; e) how board members
are removed from the board; f) the number of board members needed for a
quorum, which is required for all policy decisions.

N

The board of directors reviews the by-laws.

A

The board has a process for handling urgent matters between meetings.

E

Board members serve without pay unless the organization has a policy
identifying reimbursable out-of-pocket expenses.

Needs
Work

N/A

Handbook for Education Excellence • Public Education Network
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Rating*

Indicator

N

The organization maintains a conflict-of-interest policy and all board members
and executive staff review and/or sign to acknowledge and comply with the
policy.

N

The board has an annual calendar of meetings. The board also has an
attendance policy such that a quorum of the organization’s board meets at
least quarterly.

A

Meetings have written agendas and materials relating to significant decisions
are given to the board in advance of the meeting.

A

The board has a written policy prohibiting employees and members of the
immediate families of employees from serving as board chair or treasurer.

Met

Needs
Work

N/A

Indicators ratings: E=excellent N=needs work A=average

Mission Statement
A mission statement is an internal strategy tool that guides the work of the organization. A mission
statement answers the question: “Why do we exist?” Specific, powerful mission statements can be
instructive in the decision-making process. Broad, open mission statements give organizations greater
flexibility to meet ever-changing needs and utilize growing capabilities.
The right balance between specific and broad mission statements will be dictated by community
interests, strengths, and needs. LEF mission statements should state the community leadership role
played by these independent, community-based organizations and define how the LEF organization is
unique.

LEF Mission Statements
Broad: The Pineville Education Fund is an independent, community-based nonprofit organization dedicated
to improving public education in Pineville.
Specific: The Pineville Education Fund is an independent, nonprofit organization established to secure
private sector resources and community support to enhance the quality of education in the Pineville
School District in the following ways: improving the learning environment, increasing the effectiveness of
instruction, strengthening student motivation, raising faculty morale, and increasing interaction between
the school and community.

Strategic Planning
Good strategic planning takes time. It is important to have key stakeholders actively involved in the
development of a strategic plan. An outside facilitator can provide important neutral ground for board,
staff, and stakeholders during this development phase. As new board members are recruited, let them
know that they will be expected to participate in this important function.
Organizations approach and carry out their strategic plans in a variety of ways. But, at their essence,
most strategic planning efforts involve the following elements:

20

Handbook for Education Excellence • Public Education Network

•

Environmental scan – Identifies conditions that affect the local public education
marketplace. The environmental scan captures and assesses needs, existing resources,
groups serving or attempting to serve those needs, disparities, and unique factors that can be
local, national, or even global in scope.

•

SWOT analysis – Documentation of the strengths (things you have and want); weaknesses
(things you have and don’t want); opportunities (things you want but don’t have); and threats
(things you don’t have and don’t want). The SWOT analysis can assess your community or
region.

•

Purpose – Development of guiding statements to include mission (why you exist); vision (what
you aspire to achieve); and values (internal touchstones that you return to help inform the way
you work).

•

Action plans – Based on the mission or purpose, the action plan comprises a series of
objectives supported by actionable tactics. Good action plans detail ways to measure the
success of organization efforts.

•

Implementation – To bring action plans to life, responsibilities must be assigned and
resources allocated, along with deadlines in place for accomplishing individual tactics and
measuring success.

•

Communication – Within the mission, objectives, tactics, and results, there are opportunities
to communicate with constituencies whose buy-in and participation are essential to
accomplishing your mission.

•

Evaluation – Based on measurement of results, an evaluation can tell you if it is time to
adjust strategy and/or tactics. It can also generate indicators of the success of your work,
which can then be shared with stakeholders to rally and sustain support.
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Sarbanes-Oxley Act and Ramifications for the Board of Directors
The American Competitiveness and Corporate Accountability Act of 2002, commonly known as the
Sarbanes-Oxley Act, was drafted in response to corporate and accounting scandals in 2001 and 2002
and signed into law on July 30, 2002.
The law broadens the role of board members in overseeing financial transactions and auditing
procedures. Several states have already passed or are considering passage of legislation that
contains elements of Sarbanes-Oxley. Check with your state to make sure that you are aware of the
nonprofit standards regarding financial accounting and auditing requirements.
BoardSource recommends the following procedures to comply with Sarbanes-Oxley:
•

Consider rotating at least the lead and reviewing partners of the audit firm every five years.

•

Be cautious when using auditing firms to provide non-auditing services, except for tax
preparation. Any non-auditing services should be approved in advance when the firm is
contracted to provide auditing services.

•

The audit committee should require each auditing firm to disclose all critical accounting
policies and practices used within the organization, as well as share with the committee any
discussions with management about such policies and practices.

Directors and Officers (D&O)
Liability Insurance
Even if your state has legislation that protects
volunteers, board members, and staff, that
coverage provides only limited protection.
Many individuals will ask if you have D&O

Board Responsibilities
•

Determine mission and purpose

•

Select the executive

•

Support the executive and conduct
performance reviews

insurance before they will agree to join a
board. This insurance helps you to cover

•

Ensure effective organizational planning

the legal expenses that could be incurred if

•

Ensure adequate resources and assist in

your organization, directors, employees, or
volunteers are sued. According to a recent
industry survey (Maryland 2005), the average
cost incurred by a nonprofit organization to
defend a D&O case was $14,274. Absent
insurance, many organizations might not have
the funds to pay an attorney.

raising funds
•

Manage resources effectively

•

Determine and monitor the organization’s
programs and services

•

Enhance the organization’s public image

•

Serve as a court of appeal for constituent
grievances

D&O insurance covers both state and federal
cases. If your state does have some immunity

•

Assess its own performance

or coverage, it would not be effective in a
federal case. If your state does have an immunity clause, you may be able to get a discounted price
on D&O insurance.
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STAFFING
In a busy LEF, the board of directors will soon be overwhelmed if it tries to manage programs in
addition to carrying out board functions. Hiring a professional staff will enhance public perception of
the organization’s worth and commitment. Paying competitive professional wages will help the LEF to
hire and keep qualified staff.

Executive Director
Many LEFs begin operations with just an executive director and an office assistant or secretary.
The executive director has a big job with many roles to play including leader, visionary, manager,
fundraiser, and board developer. These roles are explained below.
Leader: Formulates policies, makes planning recommendations, and advises the board; advocates
for and promotes change related to mission; and motivates employees to manage programs and
operations.
Visionary/information bearer: Ensures that staff and board have sufficient, up-to-date information;
looks for future change opportunities; provides interface between board and employees, and between
organization and community.
Manager: Oversees operations; implements plans; and manages human, financial, and physical
resources.
Fundraiser: Researches funding opportunities ranging
from donations to seeking private foundation support;
prepares fundraising campaign materials such as donor

Human Resources
Management Issues

letters and proposals; and supports and informs the board

•

Affirmative action

in its fundraising role.

•

Age discrimination

Board developer: Assists in selection and evaluation

•

Disabled workers

of board members; makes recommendations for board

•

Discrimination

member prospects, supports the board during orientation

•

Drugs in the workplace

•

EEO

•

HIV/AIDS in the workplace

Human Resource Management

•

Violence in the workplace

Human resource management includes determining

•

Safety in the workplace

staffing needs, deciding whether to use independent

•

Privacy rights

•

Religious protection

•

Sexual harassment

and self-evaluation, and informs board members of
organizational activities.

contractors or hire employees to fill these needs,
recruiting and training employees, dealing with
performance issues, and ensuring that personnel and
management practices conform to various local, state,
and federal regulations. Responsibilities also include

•

Sexual orientation
discrimination
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determining whether employees are exempt,
non-exempt, contract, or “at will” employees, and
managing employee benefits and compensation,
employee records and personnel policies.
While most nonprofit boards secure an attorney
and an accountant to help them with compliance
issues, few give equal attention to human resource
issues, which can be far more complicated.
Recruiting a board member to help you wade

Human Resources Legislation
•

American with Disabilities Act (ADA)
(protection of disabled citizens)

•

Child Labor Laws (hiring and pay of
minors)

•

Civil Rights Act of 1964 (the major
act of Congress which started many
employee laws)

•

Consolidated Omnibus Reconciliation

through the myriad of laws, executive orders,
regulations, and policies regarding the selection
and treatment of individuals in the workplace

Act (COBRA) (continuation of health
benefits)

is highly advisable. Work closely with a human
resources expert and an attorney to craft your

•

Health Insurance Portability and
Accountability Act (HIPAA) (health
insurance coverage as well as patient
privacy issues)

•

Immigration and Nationality Act (INA)
(legally hiring citizens and authorized
aliens)

•

Employee Retirement Income
Security Act (ERISA) (protects against
misuse of benefit plans)

•

Fair Labor Standards Act (FLSA)
(compensation, exempt and
nonexempt, overtime, etc.)

•

Family and Medical Leave Act (FMLA)
(job-protected leave for medical
emergencies)

•

Federal Employee Compensation Act
(FECA) (worker's compensation for
injured workers)

•

Occupational Safety and Health
Administration Act (OSHA) (safety in
the workplace)

•

Unemployment Compensation
(benefits to qualified, unemployed
workers seeking work)

•

Uniformed Services Employment and
Reemployment Rights Act (USERRA)

policies and procedures. Make sure all employees
receive a manual detailing personnel policies.
Federal laws, established by the Civil Rights Act of
1964, are designed to ensure equal employment
opportunity (EEO) without regard to race, religion,
origin, sex, age, or disability. The guidelines also
establish requirements for affirmative action,
specifying that employers have to take proactive
measures to ensure equal opportunity to certain
protected groups. Various other laws are
designed to ensure safety in the workplace, fair
pay standards, and fair treatment of employees
providing military service.
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FINANCE
The key to setting up your budget and financial records is to select a computerized program to
keep track of your records. There are several on the market; ask some of your colleagues for
recommendations. Again, either hire an accountant or have someone on your board who can assist
with the accounting and finance needs of the organization.
Anyone familiar with generally accepted accounting principles and practices (GAAP) will find most
accounting for nonprofit activity to be familiar. Key differences include accounting for contributions,
capitalizing and depreciating assets, the use of cash- and modified cash-basis accounting, and
functional expense classification.
These differences between nonprofit and for-profit accounting are few, but significant. The degree
to which you receive contributions requiring special handling, or purchase property and equipment
covered by special regulations, will determine whether you need an accountant who specializes in
nonprofit accounting. As with your attorney, select your financial advisor or auditor carefully.

Accounting for Contributions
Nonprofit tax exempt entities with 501(c)(3) status can receive contributions that are tax deductible
by the donors. Special procedures have been established for handling the following kinds of
contributions:
Pledges: In 1993, the Financial Accounting Standards Board (FASB) issued the Statement of Financial
Accounting Standards No. 116, Accounting for Contributions Received and Contributions Made. This
statement sets firm guidelines for pledge accounting, requiring that legally enforceable, unconditional
pledges be recorded in the accounting records. An unconditional pledge is one which is not contingent
on some uncertain future event, such as a matching grant from another donor.
Donated Materials and Services (In-Kind Contributions): FASB Statement No. 116 guidelines
also require that nonprofits account for contributions of most goods, with the exception of works of
art and other items held in museum collections. In addition, volunteer time must be included in the
financial statements when the volunteer time results in the creation or enhancement of non-financial
assets, such as volunteer labor to renovate a child care center; or the services volunteered are
specialized skills, such as those provided by accountants, nurses, electricians, teachers, or other
professionals and craftsmen.
Special Events and Membership Dues: People who pay to attend fundraising events such as
dinners, auctions, fashion shows, bake sales, etc. often receive a tangible benefit such as a meal or a
performance. Similarly, membership dues may entitle individuals to use facilities or receive services.
The fair market value of the benefit received is not tax deductible to the donor. Some minimal benefits
are excluded from this rule.
In addition, there are guidelines for tracking monies restricted by the donor for a specific use.
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How these monies are tracked and reported depends on the nature of the donor’s restriction; what
conditions, if any, the donor has imposed on the organization before it can receive or use the money;
and the timeline whereby restrictions are met.
Capitalizing and Depreciating Assets: As in for-profit accounting, nonprofits are required to record
the purchase of long-lasting, substantial property and equipment. Donated items that are added to
collections that are held for public exhibition, protected and kept unencumbered, and subject to the
policy that, if sold, the proceeds are used to acquire equivalent replacements for the collection, do not
have to be recorded as revenue and are not recognized as formal assets in the financial statements.

Use of Cash- and Modified Cash-Basis Accounting
Many small nonprofits use cash-basis rather than accrual-basis accounting to record expenses and
revenues. This means that they only record revenue when cash is received, and only record expenses
when expenses are paid.
Some nonprofits use a modified-cash basis in which they record payroll taxes, and large revenue
and expense items on an accrual basis. This means recording revenues when they are earned and
expenses when obligations are incurred. Most businesses record all expenses and revenues on an
accrual basis.

Functional Expense Allocation
Nonprofits are required to report their expenses according to functional expense classifications.
The two primary functional expense classifications are program services and supporting activities.
Supporting activities typically include management and general activities, fundraising, and
membership development. Practices vary widely from organization to organization in the nonprofit
sector as to how expenses are categorized by functional areas.
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RESOURCE DEVELOPMENT
Fundraising
One reason for LEF formation is to raise funds to support the needs of public schools. This section
explores some major sources of revenue and provides a few tips on fundraising. Successful nonprofit
organizations seek diversity in funding including at least a third from government sources (local, state,
federal); a third from foundations and corporate gifts; and a third from individual donors.

Revenue Sources
The board. Don’t seek funds from other sources until all of your board members have contributed.
The board may set a minimum give-or-get standard for each board member; regardless, every
board member should give something as a demonstration to potential funders that the board is
fully committed. This expectation for giving and/or soliciting should be clearly laid out when board
members are recruited.
Community residents. Community residents benefiting from LEF programs are likely LEF supporters.
Always remember the number one rule of fundraising: people give through people they know, so
board recruitment is key to fundraising efforts. Make sure you have the necessary tools on hand:
a statement of need, research, financial information, and a business plan on what will be done with
the funds. Your board members should determine which calls each will make to friends, foundations,
and corporate citizens. The success of these appeals will depend largely on the affluence of your
community, the current economic conditions, and on people being approached to give.
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Small businesses. Local companies are likely LEF contributors because their owners and employees
live in the community and send their children to the public schools you are trying to improve. Many
small business owners attribute their success to the public education they received and so tend to be
great advocates of public education. Companies such as real estate brokers, real estate development
firms, and banks have a stake in quality schools as do businesses with children in their consumer
base. Small companies are more likely to help if you can offer them good publicity in return. Ask each
donor how they would like to be recognized.
Corporations. Before they contribute, most corporations will want to see that you have a strong
board, that your organization has already attracted support from the community, and that your
programs offer a reasonable chance of solving specific problems. There are, however, exceptions to
this generalization. Some corporations will contribute a small amount of startup funds to promising
nonprofits in their immediate vicinity and some will give an annual grant to any organization whose
board includes a corporate employee. Of course, there is a greater potential for a larger gift if
the executive director or a board member has a personal connection to the corporation’s top
management or its director of giving.
Corporations, like most funders, will look more favorably on requests for program money than on
funds for operating expenses. Therefore, you should include the operational costs of programs in
the request as an expense of doing business. Businesses must pay employees to do work, and it
is reasonable to list the staff support functions of programs in this way. Corporations, like small
businesses, are attracted by opportunities for favorable publicity, so try to link their giving to an
innovative program or to equipment that will bear their name. For information on recent giving
practices of local corporations and the names of key decision makers, consult the latest edition of
the annual Corporate Giving Directory in your library. The Taft Group, publisher of the directory, also
publishes the monthly Corporate Giving Watch, which contains the most recent information.
Foundations. To find out if there are community or state foundations that could provide your LEF with
start-up or program funds consult the Foundation Directory and other publications of the nonprofit
Foundation Center. The local city, state, or college library is likely to have a current copy of the
directory, which is published annually. Supplemental updates are published at mid-year.
Look for two kinds of foundations: those in your immediate vicinity and those that give grants to
improve or reform elementary and secondary education. For each entry, pay special attention to
the section called “Limitations” to make sure the foundation gives grants of the kind you seek to
nonprofits in your geographic area. The first approach should be by a board member who knows
someone at the foundation. If not, the directory gives information on what sort of written proposal is
appropriate. Appeals to foundations should set out clearly how much money you seek, the nature of
your organization, the problem you seek to remedy, how you plan to address the problem, and how
you will evaluate your success. The Foundation Directory and a number of books can help you refine
your research techniques and write winning grant proposals.
Governmental agencies. Government grants will not provide start-up or operational funds and
are not the most likely funders for your programs. Still, they may have potential as funders under
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certain circumstances. Nonprofits are eligible to apply for many federal grants; the easiest way to
review possibilities for federal funding is to consult the Education Funding Research Council’s Guide
to Federal Funding for Education, available in many libraries. Reading through descriptions of federal
programs could also generate ideas for more ambitious projects.
Special events. Special events are another way to attract local support, but they tend to take up a
huge amount of volunteer time and sometimes produce little revenue after costs have been deducted.
But they do have a secondary benefit in that they serve to publicize the organization and introduce its
board and other supporters to a number of potential contributors. Examples of special events are a
dinner dance, an annual house tour, wine-tasting parties, concerts, lectures, and athletic competitions.
Special events have added appeal when they connect with or advance the mission of the LEF. One
such example is an academic awards dinner, combining fundraising potential, public relations, and
recognition of top students and top teachers.
Product sales. You may be able to raise modest sums of money and to publicize your LEF and its
mission through the sale of products such as mugs, T-shirts, and sweatshirts with messages boosting
schools or education in general, and bumper stickers bearing such messages as “Proud Parent of an
Honor Student at Jefferson High.” The obvious drawback is managing the potentially time-consuming
accounting, inventory, and storage issues. You could also misjudge demand and end up losing money
on some of your products.

Fundraising Tips
Plan before you begin. Your LEF cannot raise funds in a coherent fashion unless it first considers
the organization’s needs and the community’s capacity to meet them. Your fundraising committee and
board of directors will need to engage in serious discussions to cost out programs and administrative
operations, ensure that they are realistic in terms of the community’s ability to sustain them, identify
appropriate funding sources, and forge long- and short-range plans for contacting these sources.
Know the fundraising environment in your community. Before you begin to seek funding you
should explore the fundraising environment in your area. What is your fundraising competition? Who
has the best brand awareness among organizations like your LEF? Who supports your partners? Are
there multiple avenues for income available to your LEF? Answering these questions will help you to
develop an effective fundraising plan.
Involvement precedes commitment; commitment precedes funding. If you plan to seek funding
from nearby corporations, foundations, or wealthy individuals, involve them in planning and launching
your LEF. Once your organization begins to produce results, they will become committed. If they are
committed, they will be far more likely to provide financial support.
Focus on the mission of potential funders. Your proposals to potential funders, especially
foundations and corporations, should stress themes that funders like to see: the uniqueness of your
proposed program, what needs it addresses, and what kind of new alliances will be created to solve
problems.

Handbook for Education Excellence • Public Education Network

29

Public relations and fundraising go hand-in-hand. People cannot be expected to give money to
organizations they know little about. That’s why the public relations committee must be active from the
organization’s launch. If the committee is successful, it will generate news stories about the founding
of the LEF, appointment of new board members, announcement of programs, receipt of financial and
other donations. All successful results should all be highlighted in media releases. Publicity about
donations is doubly useful because, in addition to spreading the reputation of the LEF, it rewards the
giver. First, however, make sure the funders want to be publicly recognized.
Say “thank you” often and as creatively as you can. Expressing thanks is far more than polite. It
is one of the most effective ways to attract more giving. Benefactors should be thanked in writing, in
newspaper articles, in organizational brochures, in school newsletters, and in every oral presentation.
Fortunately, LEFs have opportunities to say thanks in very appealing ways. Send donors a framed
photograph of students benefiting from their donation. The aim is to get that photograph on the
donor’s wall, where it will be seen every day.

Programs drive funding, but programs can be modified to increase their appeal. Successful
nonprofits do not find out what money is available and then invent a program to capture it; they
plan promising programs and then seek funds from suitable donors. Still, there are usually ways to
structure a program a bit differently to make it more attractive to a particular funder. For example, an
LEF seeking funds to permit student broadcasts on a public access cable channel might add plans
to aim some programming at the immigrant community in order to become eligible for funds from a
foundation with interests in that field.
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The most common reason for not giving is, “I was never asked.” Somewhere in your community
a retired schoolteacher may have money to leave an LEF a substantial donation in her will; a CEO of a
small high-tech company may be willing to fund an innovative science education project; a graduate of
your school district might be willing to play a major role in starting a school theater program. But they
never will unless someone takes the time to ask.
People give to people. Which nonprofit would you be most likely to support? The one you see
advertised on television? The one that sends you a letter asking for help? Or the one that sends a
good friend of yours to ask for your assistance? Requests for funds should employ person-to-person
fundraising wherever possible. This means using the connections you already have and developing
new ones. A hard-working board will constantly seek opportunities to befriend people who make
funding decisions for businesses and foundations, or their spouses, their brothers, their mothers, and
their best friends. Much of fundraising is networking to make the right connections so that you can
make a personal appeal.

Giving Categories
There are three categories of gifts given to LEFs: human, in-kind, and financial. Human resources is
volunteer time, which includes time in planning, board work, working with students, making calls on
potential donors, and working on committees. All of this time should be calculated and noted as a
contribution. Time is money.
It is also helpful to establish a recognition system based upon the giving levels of your donors. Make
sure you aim high so that repeat donors can grow into a higher level of giving.

Human Resources/Volunteers
The Independent Sector figures the worth of volunteer time for each state and on a national basis
each year. The value of volunteer time in their formula is based on the average hourly earnings of all
production and non-supervisory work on private non-farm payrolls (Bureau of Labor Statistics). It is
then increased by 12 percent to estimate for fringe benefits. In 2005, the figure was $18.04 an hour.
For more information go to www.independentsector.org/programs/research/volunteer_time.html.
Charitable organizations frequently use the value of volunteer time during recognition events or
in communications to show the amount of community support an organization receives from its
volunteers. According to the Financial Accounting Standards Board (FASB), the value of volunteer
services can also be used on financial statements only if a volunteer is performing a specialized skill
for the nonprofit. The general rule to follow when determining if contributed services meet the FASB
criteria is to determine whether the organization would have purchased the services if they had not
been donated. Go to the FASB website www.fasb.org/pdf/fas116.pdf for regulations (Statement of
Financial Accounting Standards No. 116) on the value of volunteer time.
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Tax Credits for Volunteer Costs
Volunteers in the US can receive tax deductions from the federal government on many costs
associated with volunteering, such as mileage and other travel expenses, paper, copying, convention
attendance fees, parking, and uniforms (if purchased by the volunteer). These deductions apply only if
volunteers are not getting reimbursed for these expenses by the organizations they are assisting, and
if these expenses are itemized on the volunteer’s annual tax return. For more information, go to www.
irs.ustreas.gov or www.irs.gov/prod/tax_edu/teletax/tc506.html.

In-Kind Donations & Pro Bono Services
Many professionals donate services – web design, graphic design, human resources expertise, legal
advice, communications, research, accounting, media relations – to mission-based organizations.
Many also opt to make in-kind donations of materials and supplies, ranging from computers to school
supplies that could be a component of one of your programs.
The key to soliciting services is to outline the request and scope of work as if you were hiring a
consultant, thus adding clarity to the request you are making of a professional for “free” services. Inkind donations of materials and supplies should be recorded at their current fair market value.
When approaching a business or consultant to undertake pro bono work or to make an in-kind
donation, emphasize the potential benefits to the individual or business:
•

An opportunity to apply new skills

•

Greater exposure

•

More portfolio material to show to paying clients

•

Experience in, and exposure to mission-based, nonprofit sector and the knowledge, skills,
work/management styles, and resources that can be applied to the for-profit sector

•

Demonstration of community commitment, which is often a factor in business decisions

Fee for Service
Fee-based services are an accepted, practical way to enhance LEF outreach through specialized
services and enhanced service levels. One critical element in developing fee-based services is to
identify services paid for by other grants or contributions. If services have been paid for by another
entity, they should not be offered on a fee-for-service basis. Fee-based services must be clearly
distinguished as to how they differ from those provided at no cost to target populations.
Some fee-based services provided by LEFs include teacher professional development, leadership
training for administrators, student summer programs, and before- and after-school programs.
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PARTNERSHIPS
Partnerships with dedicated citizens, organizations, and institutions are a vital key to LEF success.
Corporations. Nearby corporations are probably already involved in helping your school district
and will welcome your LEF as an ally. Regardless of their current involvement, they are likely to be
excellent sources of LEF board members, school volunteers, and donations of money and goods.
Their primary interest will be in the communities where their facilities are located and where their
employees live.
High-tech companies. High-tech companies tend to be acutely conscious of the huge potential for
use of technology in the schools and concerned about the need for improvements in math and science
curricula. They can be valuable sources of volunteers, expert advice, equipment, and money.
Small businesses. Small business owners are often keen supporters of community efforts to
help schools produce the graduates they hire. Because they usually have strong ties to the local
community, they are good sources of support for programs that can give them “good press.”
Real estate professionals. Developers and realtors understand that good schools boost real estate
values. They also know that major new residential developments can mean additional strains on
the school system. For both reasons, they are often eager to help schools, sometimes with major
donations of money, facilities, or land.
Colleges and universities. Many LEFs partner with institutions of higher education to develop
programs such as professional development for teachers, creating a college-bound culture for middle
and high schools, and preparing and supporting new teachers. Research institutions are typically very
supportive in helping local organizations undertake data collection and other research activities. Those
institutions with a school of education are vital partners for strengthening teaching and learning in their
communities.
A long-established, well-regarded high school. Such a school has deep roots in the community,
which translates into thousands of citizens who feel positively about the school and would be willing to
help an LEF accomplish its mission. This could also afford an opportunity to start a high school alumni
organization to provide strong support for LEF programs.
A community of retired professionals and other seniors. LEFs thrive on volunteers, and skilled
seniors looking for productive and satisfying ways to spend their time have proven to be very valuable
volunteers.
There are many other partners to consider in your community that support quality public schools
and will strengthen your LEF’s mission. Other partners to consider include community organizations
such as Boys and Girls Clubs and the YMCA/YWCA; parent groups such as the PTA, and government
institutions including local libraries and the department of parks and recreation.
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Brand identity
In order to improve public education for all children, LEFs must become better known by key partners
and audiences such as educators and administrators, policymakers, social entrepreneurs, education
advocates, community leaders, members of the business community, and major funders.
Brand identity can help create a degree of awareness and understanding of your LEF in these target
audiences that leads to involvement. Brand is the “promise” an organization makes to its constituents.
It is triggered by an identity made up of sensory (e.g., visual) cues that come to be associated with
an organization. In the best cases, the identity evokes a positive response because constituents have
experienced the organization fulfilling the brand promise it made to them.
With assistance from PEN, LEFs across the nation have collaborated on a brand strategy, messages,
and identity elements for use by individual LEFs. Beginning in 2001 and continuing through today,
LEFs have engaged in a branding exercise for the following reasons:
•

To have strength in numbers; the visibility of many network members helps the visibility of
each local organization

•

To create awareness and make all network members known and desired

•

To strengthen the field by promoting the fact that all members of the network meet important
criteria

•

To improve understanding and differentiate network members from other types of education
organizations

LEF branding tools can be found at www.publiceducation.org.
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Checklist for starting an LEF
®

Research existing local education funds

®

Contact Public Education Network national office for guidance

®

Become familiar with your state’s provisions regarding nonprofit organizations

®

Assess community, district, and school board interest

®

Establish a clear understanding of your intended work

®

Establish a steering committee

®

Find or be a champion who will help you gain support and interest for the LEF

®

Invite veteran board members and administrators from other LEFs to meet with you and the
steering committee

®

Convene the steering committee to determine the LEF mission and goals

®

Draft preliminary articles of incorporation and by-laws

®

File a request for incorporation as a nonprofit organization in your state

®

File Federal Form 1023 with the IRS to apply for 501(c)(3) status

®

File Federal Form SS-4 to obtain an Employer Identification Number

®

Complete additional filings and apply for state tax exemption with your secretary of state

®

Establish financial records, a system for accounting, and create a yearly budget

®

Nominate board members

®

Hold an organizational meeting of the steering committee to elect the board of directors

®

Hold the first formal meeting of the board

®

Establish a local education fund office

®

Inform the community about your local education fund

®

Develop your programs

®

Determine responsibilities and assign work to board members and committees

®

Plan your fundraising

®

Apply for membership in Public Education Network

For details on each item on this list, see the relevant section in this handbook. Once your LEF has been
established and in operation, and you have successfully completed the items on the LEF checklist in this
handbook, you are ready to apply for membership in Public Education Network. Copies of the application
form can be obtained on the PEN website (www.publiceducation.org) or by contacting PEN member services
and development staff.
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Sample Articles of Incorporation
The sample articles of incorporation illustrates the nature and scope that should be included in such a
document. The sample should NOT be adopted without an in-depth discussion with an attorney in your
area. This document was reprinted with permission from the Free Management Library website at
www.managementhelp.org/legal/articles.htm.
The undersigned incorporator(s), (a) natural person(s) 18 years of age or older, in order to form a corporate
entity under (State) Statutes, Chapter 317A, adopt(s) the following articles of incorporation.
ARTICLE I
NAME/REGISTERED OFFICE
The name of this corporation shall be: [INSERT NAME ACCURATELY]. The corporation’s registered
office is located at: [INSERT STREET ADDRESS, ALSO WITH ZIP CODE IF SAME IS APPROPRIATE FOR
MAILING ADDRESS (MAILING ADDRESS -- INCLUDING THOSE WITH P.O. BOXES -- MAY BE SHOWN VIA
PARENTHETICAL ADDITION)].
ARTICLE II
PURPOSE
This corporation is organized exclusively for charitable purposes
[you may, alternatively, replace “charitable”, or augment with one or more of the following permitted
purposes: EDUCATIONAL, SCIENTIFIC, RELIGIOUS, LITERARY, PROMOTING AMATEUR ATHLETICS, OR
EDUCATIONAL]
within the meaning of Section 501(c)(3) of the Internal Revenue Code of 1986, as now enacted or hereafter
amended, including, for such purposes, the making of distributions to organizations that also qualify
as Section 501(c)(3) exempt organizations. To this end, the corporation shall [. . . here is where one
enumerates specific purposes and activities.] [All Funds, whether income or principal, and whether acquired
by gift or contribution or otherwise, shall be devoted to said purposes.

ARTICLE III
LIMITATIONS
At all times the following shall operate as conditions restricting the operations and activities of the
corporation:
1. No part of the net earnings of the corporation shall inure to any member of the corporation not qualifying
as exempt under Section 501(c)(3) of the Internal Revenue Code of 1986, as now enacted or hereafter
amended, nor to any Director or officer of the corporation, nor to any other private persons, excepting
solely such reasonable compensation that the corporation shall pay for services actually rendered to the
corporation, or allowed by the corporation as a reasonable allowance for authorized expenditures incurred
on behalf of the corporation;
2. No substantial part of the activities of the corporation shall constitute the carrying on of propaganda
or otherwise attempting to influence legislation, or any initiative or referendum before Public, and the
corporation shall not participate in, or intervene in (including by publication or distribution of statements), any
political campaign on behalf of, or in opposition to, any candidate for public office; and
3. Notwithstanding any other provision of these articles, the corporation shall not carry on any other
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activities not permitted to be carried on by a corporation exempt from federal income tax under Section
501(c)(3) of the Internal Revenue Code of 1986, as now enacted or hereafter amended.
4. The corporation shall not lend any of its assets to any officer or director of this corporation [unless such
loan program is regularly conducted as part of the activities of the organization and the qualification of
the individual to participate in same is determined by a panel comprised solely of non-Board members], or
guarantee to any person the payment of a loan by an officer or director of this corporation.

ARTICLE IV
DIRECTORS/MEMBERS
The corporation [choose one of the following]
shall have no voting members. The management and affairs of the corporation shall be at all times under the
direction of a Board of Directors, whose operations in governing the corporation shall be defined by statute
and by the corporation’s by-laws. No Director shall have any right, title, or interest in or to any property of
the corporation.
may (but need not) have voting members, and such membership, if any, and classes thereof, shall be as
defined in the corporation’s by-laws. The management and affairs of the corporation shall be at all times
under the direction of a Board of Directors, whose operations in governing the corporation shall be defined
by statute and by the corporation’s by-laws. No member or Director shall have any right, title, or interest in
or to any property of the corporation.
shall have a voting membership, and may have classes of same (if any), as defined in the corporation’s bylaws. The management and affairs of the corporation shall be at all times under the direction of a Board of
Directors, whose operations in governing the corporation shall be defined by statute and by the corporation’s
by-laws. No member or Director shall have any right, title, or interest in or to any property of the corporation.
[OPTIONAL: The corporation’s first Board of Directors shall be comprised of the following natural persons:
{List Directors’ Names, and optionally, Addresses}]
ARTICLE V
DEBT OBLIGATIONS AND PERSONAL LIABILITY
No member, officer or Director of this corporation shall be personally liable for the debts or obligations
of this corporation of any nature whatsoever, nor shall any of the property of the members, officers or
Directors be subject to the payment of the debts or obligations of this corporation.

ARTICLE VI
DISSOLUTION
Upon the time of dissolution of the corporation, assets shall be distributed by the Board of Directors, after
paying or making provisions for the payment of all debts, obligations, liabilities, costs and expenses of
the corporation, for one or more exempt purposes within the meaning of section 501(c)(3) of the Internal
Revenue Code, or the corresponding section of any future federal tax code, or shall be distributed to
the federal government, or to a state or local government, for a public purpose. Any such assets not
so disposed of shall be disposed of by a Court of Competent Jurisdiction of the county in which the
principal office of the corporation is then located, exclusively for such purposes or to such organization
or organizations, as said Court shall determine, which are organized and operated exclusively for such
purposes.
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ARTICLE VII
INCORPORATOR

The incorporator(s) of this corporation is(are):
[insert name(s) and address(es) of individual(s) incorporating entity -- you only need one, but may have more
if you wish]
The undersigned incorporator(s) certify(ies) both that she/he/they execute(s) these Articles for the purposes
herein stated, and that by such execution, she/he/they affirm(s) the understanding that should any of the
information in these Articles be intentionally or knowingly misstated, she/he/they is/are subject to the
criminal penalties for perjury set forth in (state statute) as if this document had been executed under oath.

____________________________________________ _________________ signature date

Reprinted with permission
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By-law Basics
All nonprofit organizations need to establish by-laws to help determine how they are to be governed. While
by-laws are unique to each organization, they generally have a similar structure and use.
Number of board members. Consider a board of 11 to 21 members. Be sure to thoroughly spell out the
expected duties of board members when asking prospects to join the board. Set a broad range of board
members in the by-laws. The lower number should be at least five, but low enough so you can recruit the
necessary members quickly. The upper figure should be the highest number you think can operate efficiently.
You will probably not reach the full complement for several years. By no means should you fill all your board
seats in the formative stage of your LEF because you will almost certainly come upon wonderful candidates
as you continue to network in the community.
Terms, methods of election, and qualifications of board members. Three-year terms are common,
but they should be staggered so that one-third of the board is elected each year. This can be done by
simply drawing numbers to determine which board members will serve terms of one, two, and three years.
Qualifications are usually expressed as exclusions. Many LEFs exclude board of education members and
employees from their boards. The same section of the by-laws will also name the superintendent or principal
as a non-voting, ex officio member of the board. Avoid formal designation of seats on the board for various
areas, interests, or organizations. Diversity can be achieved much more simply by choosing a wide variety of
board members to fill the seats.
Non-board members. Will the board of directors be the only “members” of your LEF or will you also have
a general membership category, where people pay an annual fee in return for some benefit, as do members
of museums, and enjoy some kind of decision-making authority? Most LEFs designate the board as their
only members, but you can keep your options open by authorizing the board to create additional classes of
members at a later date. See the “Governance” section of this handbook for more on board and committee
makeup.
Meeting frequency. Don’t worry about making an accurate prediction. It’s far too early to tell. Instead,
indicate that the board will meet at least quarterly. You must designate a month for an official annual
meeting, which you will probably want to be the first or last month of your fiscal year.
Fiscal year. This is entirely up to you. The two most common fiscal years used by LEFs are the calendar
year and the same fiscal year used by the school district, typically July through June.
Quorum size. A quorum of one-half of the board plus one is common.
Officers and terms. The classic configuration of president, vice-president, secretary, and treasurer is
sufficient for most LEFs. Some organizations create additional, ceremonial vice-presidencies to honor active
or promising members. Officers are generally elected for one-year terms. Some organizations limit the
number of consecutive terms for all officers and some just for the president.
Committees. Your LEF will need standing committees in charge of finance, fundraising, nominations,
programs, and public information. The by-laws should also permit the board to create additional committees
as needed.
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Sample By-Laws
Note: Your state may require specific language not included in these Sample By-laws. Consult an attorney or
base your by-laws on those of existing organizations in your state.
ARTICLE I – NAME
The name by which the Corporation shall be known is “The Pineville Education Fund, Inc.”
ARTICLE 11 – PURPOSE
The purpose of the Fund shall be:

•

To encourage, solicit, seek and accept contributions of money and property, real and personal, tangible
and intangible, restricted, designated or unrestricted, and to maintain, use and apply the whole or any
part thereof (income and principal) to or for the benefit of the Pineville Public School in ways accepted
by the Board of Education of the Pineville Public School.

•

To seek, and assist personnel of the school to seek, grants, endowments and other contributions
from individuals, corporations, foundations and local, state and federal governments, their agencies or
commissions.

•

To use appropriate means consistent with the policies of the school to achieve the purposes of the Fund.
To enter into contracts with other persons and corporations under which the Fund would carry out any
and all of the above activities for the Fund.

•

To carry on any activity and to deal with and expend any such property or income there from for any of
the foregoing purposes, without limitation, except such limitations, if any, imposed upon the use of such
property, or any portion thereof, by the donor, the Certificate of Incorporation, or any other limitation
prescribed by law, provided (a) that no activity shall be such as is not permitted by a corporation
exempt from Federal Income Tax under Section 501(c)(3) of the Internal Revenue Code of 1954 or any
corresponding provision of the Internal Revenue Code, or as deductible under Section 170(c)(2) of such
Code; (b) that the Fund shall not attempt to influence legislation by propaganda or otherwise, nor shall it
intervene in, or participate in, any political campaign on behalf of any candidate for political office; and
(c) that no part of the net earnings of the Fund shall go or inure to the benefit of any member, Director
or private individual.

ARTICLE III – MEMBERS
Section 1. Designation of Members. Membership in the Fund shall be limited to those persons
constituting the Board of Directors of the Fund at any given time.
Section 2. Other Classes of Members. The Directors may establish, change or abolish one or more other
classes of members who shall have no voting power in the Corporation, but who may have other privileges
of membership on such terms and conditions as the Directors may determine.

ARTICLE IV – BOARD OF DIRECTORS
Section 1. Authority. All corporate powers of the Fund shall be exercised by or under the authority of the
Board of Directors, who shall be the “Trustees’ described in [applicable provision of state law]. The Board of
Directors shall have the authority:

•

To elect new members of the Board; to elect a President, one or more Vice Presidents, a Secretary
and a Treasurer, all of whom will be elected at the Annual Meeting to serve a term of one year or until a
successor is selected.

40

Handbook for Education Excellence • Public Education Network

•

To contract and pay for services of consultants, lawyers, auditors, appraisers and other such experts as
may be required at any time.

•

To rent space when needed and as may be appropriate for Fund use.

•

To decide on appropriate methods to be used to achieve the purposes of the Fund.

•

To decide whether or not to accept restricted or designated gifts and to decide under what conditions
such gifts shall be accepted, while maintaining consistency with Fund purposes, objectives and
intentions.

•

To pay all reasonable expenses in connection with securing contributions, grants, endowments, etc.

•

To maintain a checking account to pay Fund expenses, the size of which shall be determined by the
Board.

•

When necessary, to set up special checking accounts for Fundraising events that require large expense
payments and to turn over to the approved depositary the net profits of the events.

Section 2. Number, Term of Office, Election, and Qualifications. The number of Directors shall be not
less than seven (7) members and not more than fifteen (15) members. Each Director shall serve for a term
of three (3) years or until a successor is elected. At the end of the first year, and thereafter, one third of the
Directors shall be elected each year at the Annual Meeting by a majority vote of the Directors then in office.
Nominations for Director maybe submitted by the Nominating Committee or by individual Directors.
Elected Directors shall not include members or employees of the Board of Education of the Pineville Public
School District. In addition to the elected Directors, the Superintendent of the Pineville School District and a
member of the Board of Education of the Pineville School District, to be chosen by the Board of Education,
shall be non-voting Directors of the Fund by virtue of their office.
Except as otherwise stated in these By-laws, any vacancy occurring among the members of the Board of
Directors shall be filled by a majority vote of the Directors then in office. A Director elected to fill a vacancy
shall be elected for the unexpired term of his or her predecessor. By a majority vote of the existing board
members, additional directors may be elected, up to the full compliment of directors.
Section 3. Resignation and Removal. Any Fund Director may resign at any time by written resignation
filed with the President of the Fund. Any Fund Director may be removed from office with or without cause by
the affirmative vote of two-thirds (2/3) of the Fund Directors.
Section 4. Compensation. No Director shall receive, directly or indirectly, any compensation for his or her
services as Director. The Board may authorize reimbursement of reasonable expenses incurred by Board
members in connection with attendance at Board meetings and other duties.
Section 5. Meetings. The Annual Meeting of the Board of Directors shall be held in the month of
September at such date, time and place as the Board of Directors shall determine. In addition to the Annual
Meeting, regular meetings shall be held at least quarterly and shall be called by the President or any two
Directors.
Section 6. Notice of Meetings. Notice of the Annual Meeting shall be given to the Directors not more than
thirty (30) days nor less than ten (10) days before the meeting. Notice of regular meetings shall be given
to all the Directors a minimum of four (4) days prior to the meeting. The notice requirements contained in
these by-laws may be waived in writing by any Director. All waivers shall be made part of the minutes of the
meeting.
Section 7. Quorum. The presence of one-half (1/2) of the entire Board shall be necessary and sufficient
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to constitute a quorum for the transaction of business at any meeting of the board. The act of a majority
of those present at any meeting at which there is a quorum, shall be the act of the Fund, except as may be
otherwise specifically provided by statute.
Section 8. Voting. At every meeting, each elected Fund Director shall be entitled to one vote in person.
Section 9. Action in Lieu of a Meeting. Any Board action required or permitted to be taken by the Board
may be taken without a meeting, if two-thirds (2/3) of all members of the Board shall consent in advance to
such action in writing. Such written consent shall be made a part of the minutes of the proceedings. Such
action by written consent shall have the same force and effect as the same vote of the Directors at a duly
convened meeting.

ARTICLE V – OFFICERS
Section 1. Election, Term of office, Removal. The officers of the Fund shall be a President, one or more
Vice Presidents, a Secretary and a Treasurer, and such other Officers as the Board may from time to time
determine.
The Officers shall be elected at the Annual Meeting of the Fund Board of Directors from among the elected
members of the Board of Directors and shall hold office for a one (1) year term or until their successors
are elected. All Officers of the Fund shall hold their respective positions at the pleasure of the Board and
may be removed by the Board of Directors with or without cause. Any officer of the Fund may resign at any
time by written resignation filed with the President of the Fund. In the event of death, disability, removal or
resignation of any Officer of the Fund, the Board of Directors shall elect a successor to serve out his or her
unexpired term.
Section 2. President: Powers and Duties. Subject to the control of the Board of Directors, the President
shall have general supervision of the affairs of the Fund. The President shall preside at all meetings of the
Board of Directors and shall have such other duties as may be prescribed by the Board of Directors. The
President shall serve as an ex officio member of all committees, with the exception of the Nominating
Committee.
Section 3. Vice President(s): Powers and Duties. At the request of the President, or in the event of his
or her absence or disability, the Vice-President (or Vice Presidents in the order of designated seniority) shall
perform the duties, and possess and exercise the powers of the President; and to the extent authorized by
law, any such Vice President shall have such other powers as the Board of Directors may determine and
shall perform such other duties as may be assigned by the Board of Directors.
Section 4. Secretary: Powers and Duties. The Secretary shall have charge of such books, documents
and papers as the Board of Directors may determine and shall have custody of the corporate seal. The
Secretary shall attend and keep minutes of all meetings. He or she may, together with the President or any
Vice-President, sign in the name of or on behalf of the Fund, any contracts or agreements authorized by the
Board of Directors, may affix the seal of the Fund. The Secretary shall, in general, perform all duties incident
to the office of Secretary subject to the control of the Board of Directors.
Section 5. Treasurer: Power and Duties. The Treasurer shall have the custody of all Funds, property and
securities of the Fund, subject regulations as may be imposed by the Board of Directors. When necessary or
proper, the Treasurer may endorse on behalf of the Fund for collection checks, notes and other obligations
and shall deposit the same to the credit of the Fund at such bank or banks or depository as the Board of
Directors may designate. The Treasurer shall sign all receipts and vouchers, and together with such other
Officer or Officers, if any, as shall be designate by the Board of Directors, shall sign all checks of the Fund,
except in cases where the signing and execution thereof shall be expressly designated by the Board of
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Directors or by these By-laws to some other Officer or agent of the Fund. The Treasurer shall make such
payments as may be necessary or proper to be made on behalf of the Fund and shall enter regularly on the
books of the Fund, to be kept by him or her for that purpose, full and accurate account of all moneys and
obligations received and paid or incurred by him or her for or on account of the Fund, and shall exhibit such
books at all reasonable times to any Fund Director on application of the Officers of the Fund. The Treasurer
shall submit an annual report at the Annual Meeting, as well as such other reports as may be required by the
Board of Directors from time to time. He or she shall, in general, perform all the duties incident to the office
of Treasurer, subject to the control of the Board of Directors.

ARTICLE VI – COMMITTEES
Section 1. Appointment. Except as otherwise stated in these By-laws, the President shall appoint the
members and designate the chair of standing and other committees. Committees shall serve at the pleasure
of the Board under such rules and regulations as the Board may approve.
Section 2. Standing Committees. There shall be a Finance Committee, the responsibilities of which
shall include fact-finding, for the Board on matters relating to the financial administration of the Fund and
preparation of the annual budget for presentation to the Board. The Treasurer shall serve on the committee
ex officio.
There shall be a Program Committee, the responsibilities of which shall include recommending to the Board
of Directors what programs the Fund should undertake on behalf of the Pineville School District. There
shall be a Fundraising Committee, the responsibilities of which shall include planning for the solicitation of
contributions in support of the Fund’s purposes.
There shall be a Nominating Committee of not less than three (3) persons, which shall present nominations
for Directors and Officers. There shall be a Public Information Committee, the responsibilities of which shall
include planning a program to promote understanding and acceptance of the Fund by the community.
Section 3. Other Committees. The Board of Directors may create additional board committees and citizen
advisory committees, as needed.

ARTICLE VII – FINANCES
Funds of the Fund shall be deposited in a bank under national or state supervision. The Board of Directors
shall authorize an appropriate individual or individuals to sign negotiable instruments on behalf of the Fund.
There shall be an annual audit by an independent accounting firm within ninety (90) days of the close of the
fiscal year.
ARTICLE VIII – INDEMNIFICATION
Each Fund Director and Officer, whether or not then in office, and his or her heirs, executors, administrators
and assigns, shall be indemnified by the Fund against all costs and expenses reasonably incurred by or
imposed upon him or her, or his or her estate, in connection with or resulting from any action, suit or
proceeding,-, civil or criminal, to which he or she, or his or her estate, shall or may be a party, or with which
he or she or it shall or may be threatened by reason, directly or indirectly, of his or her being or having been
a Director or Officer of the Fund, except in relation to matters as to which he or she shall be finally adjudged
in such action, suitor proceeding to be liable for malfeasance or gross negligence in the performance of his
or her duty as such Director or Officer. Each Fund Director and Officer shall also be indemnified against any
costs or expenses reason-ably incurred by or imposed upon him or her, or his or her estate, in connection
with or resulting from the settlement of any such action, suit or proceeding in which such Director or Officer
was not liable for malfeasance or gross negligence in the performance of his or her duty as Director or
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Officer. The costs and expenses against which my such Director or Officer shall be indemnified shall be
those actually paid or for which liability is actually incurred, irrespective of whether such costs or expenses
are taxable costs as defined or allowed by statute or rule of court. A Director or Officer shall not be deemed
to have been liable for malfeasance or gross negligence in the performance of his or her duty as a Director
or Officer as to any matter where in he or she relied upon the opinion or advice of legal counsel selected
by the Board of Directors or acting in any such matter for the Fund. Such rights of indemnification shall be
in addition to any other right with respect to any such costs and expenses to which such Director or Officer
may otherwise be entitled against the Fund or any other persons.
ARTICLE IX – DISSOLUTION
Upon the dissolution or other termination of the Fund, no part of the property of the Fund or any of the
proceeds shall be distributed to or inure to the benefit of any of the Directors or Officers of the Fund,
but all such property and proceeds, subject to the discharge of valid obligations of the Fund, shall be
distributed exclusively to Federal, State or Local government bodies or to other charitable or educational
organizations which then qualify under the provisions of Section 501(c)(3) of the Internal Revenue Code and
the Regulations as they now exist or as they may hereafter be amended.
ARTICLE X – MISCELLANEOUS PROVISIONS
Section 1. Fiscal Year. The Fiscal Year of the Fund shall begin on July I of each year.
Section 2. Rules of Parliamentary Procedure. Robert’s Rules of Order, in its most recent edition at the
date of its use, shall be the parliamentary authority for all matters of procedure not specifically covered by
these By-laws or by other specific rules of procedure adopted by the Directors of the Fund.
ARTICLE XI – AMENDMENT OF BY-LAWS
The By-laws of the Fund may be amended by two-thirds (2/3) vote of all the Fund Directors at an annual or
regular meeting of the Board, provided notice of the character of the proposed amendment shall have been
given to the Directors at least twenty (20) days before such amendment is voted upon. Such amendments
shall be consistent with the purpose, objectives and intentions of the Fund. The Secretary of the Fund shall at
all time keep in the office of the Fund a true and correct copy of the By-laws.
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LEF Project Ideas
There are as many LEF project activity ideas as there are communities across the country. LEFs are creative
and responsive to community needs and this is reflected in a wide array of projects and programs. The
PEN website features more information about LEF projects and initiatives and provides links to LEF member
websites. The following is a list of some sample LEF projects.
Launch before- and after-school programs. Many schools open their doors at 6:00 am and stay open
until 8:00 or 10:00 pm. LEFs can provide supervised educational and recreational activities before and after
school and on days when the school is closed. If the school has room, services can also be provided during
the school day. The programs would be supported by fees charged to parents and grants from community
employers, and leveraged by collaboration with other nonprofit agencies that do similar programs.
Establish a community-wide mentoring or tutoring program. Your LEF has the potential to rally
community-wide support for such programs and to have a major impact on your schools. The LEF’s role
would be to obtain funding, recruit and train volunteers, administer the project, and evaluate results.
Tap the potential of seniors to benefit the schools. Your community’s senior citizens represent a great
reservoir of support for your schools. Your LEF could provide the necessary links to bring them into tutoring,
mentoring, and other volunteer programs, and to institute such intergenerational activities as oral history
projects, entertainment programs in senior citizen housing, and student production of newsletters or videos
for seniors.
Promote school-community partnerships. If your community does not already have an established
school-community partnership program, you may wish to broker that or run the program. Make sure that it is
focused on the matching of the needs of the business partner and the needs of the schools.
Start a high school alumni society. This will only work if you are aiding a high school that has been
in existence long enough to have a large number of graduates. Run by volunteers, such a society would
organize reunions, publish a newsletter with stories about graduates and current school programs, seek
donations, and sell school memorabilia. Appeals to alumni should stress restoration of programs that have
disappeared since their graduation, physical improvements to the buildings they remember, and recognition
of prominent faculty. An ideal program for an alumni association would be to seek funds – especially from
doctors and scientists – to establish a “chair” for an influential science teacher of long standing or to
establish a science award in his or her name. An auxiliary benefit of extensive contact with alumni is that it
will undoubtedly establish links with institutions (colleges, corporations, foundations, associations, etc.) that
may be able to aid the school district by way of cooperative programs, loans of personnel, loans of facilities,
or gifts of equipment or money.

Public Engagement Activities
LEFs make substantial contributions to education improvements in their communities by shaping a
supportive civic environment to improve public schools. LEFs are often at the center of public engagement
activities, and new LEFs need to consider how they will actively involve the community in making education
reform a reality. LEF programs and initiatives perform several functions – building infrastructure, generating
knowledge, developing leadership, and creating momentum for innovation – that impact the civic
environment for reform. Here are some sample ideas for engaging the public to improve education.
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Public School Activity Fair
LEFs are well positioned to bring together community, civic, parent, businesses, and other organizations in
an open house or activity fair for the community. These events showcase organizations that are working to
improve public schools and can promote local opportunities to get involved.

Partnerships
Partnerships between businesses, community organizations, faith-based organizations, and schools can be
made that focus on improving education based on the matching of needs and resources.

Community Projects
The goal of a community project is to bring people together around an activity that will make a difference for
a local public school and spark conversations around other ways to get involved. A project could take a few
hours or an entire day and could be as simple as cleaning up a schoolyard, as creative as painting a mural,
or as involved as building a new playground.

Meet the School Board
A school board event could be as formal as a luncheon or as informal as an ice cream social. Discussion
could center on what it means to be a school board member, how the school board works, or key issues
facing the district.

Community Conversations
Community conversations are one way to engage the public and spark discussion about what individuals and
communities can do to improve their public schools. A community conversation can be a formal or informal
event. The location, size, and scope depend on your organization’s vision and the community’s enthusiasm.
When thinking about locations, it’s important to choose a place that is centrally located and easily
accessible, such as a public library, community center, or a town hall. Consider inviting parents, students,
teachers, school administrators, business leaders, civic leaders, and other members of the community to
participate in a conversation about quality public schools. The outcomes from these conversations should be
recorded so that they can be shared with elected officials and school leaders.

Community Agreements
Some LEFs bring together diverse coalitions of community members with the intent to sign an agreement or
compact to make improvements in the public schools. This can be a very public effort involving the media
to generate documentation that puts the community’s vision for education on record and then helps to hold
public officials accountable for making improvements such as strengthening teacher quality and closing the
achievement gap.

Teacher and Principal Training
Enhancing teacher and principal training in areas that help students to improve and the educational system
to change are a common form of engagement of the community and the schools. The end result is to
improve student achievement and change the system.

School Restructuring
Engaging the public and the public school leaders in order to restructure schools, such as developing
smaller schools within a school or reorganizing classes around the career interests of students (humanities,
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government, math/science), helps students and parents to connect better to a larger school and motivates
students to improve their educational experience and outcomes.

Policy Changes
Engaging the public to change policies in an area that improves education is a key aspect of public
engagement for school reform. PEN provides numerous resources and research on public engagement.
For more information, go to “Engaging the Public in School Reform” on the PEN website at www.
publiceducation.org.
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Sample JOB DESCRIPITIONS
Executive Director
Position Status: Exempt
Reports To: Board of Directors
Purpose of Job: Provide support and leadership for total school reform in the local education fund
community.

General Scope of Responsibility:
•
•

Reports to, and is directly accountable to, the Board of Directors through its President.
Serves as Chief Operating Officer of the local education fund (LEF) and is responsible for supervising
and managing business, programs and funding operations.

•

Acts as the Principal Representative and spokesperson for the LEF in the community.

Job Accountabilities:
•

Consults with the Board of Directors and its committees to develop strategic organizational goals.

•

Develops and recommends plans, objectives, policies and budgets to the Board of Directors to achieve
the goals of the LEF.

•

Assures that the directives of the Board of Directors and its Committees are accomplished in a timely
manner and that regular status reports are made on pending items.

•

Develops and implements proposal requests and manages the review/recommendations process in
coordination with the Board.

•

Anticipates and identifies emerging community and social issues and needs. Recommends organizational
responses and courses of actions to support LEF goals and programs.

•

Establishes and maintains relationships with a wide array of constituencies such as public schools
and institutions of higher learning, funding sources, relevant government bodies, local, state and
national organizations and other appropriate organizations to publicize the work and mission and insure
coordination and cooperation in the accomplishment of goals.

•

Directs, coordinates, and participates in fundraising and public relations activities to provide continuing
sources of funds to meet program and operational needs. Assures that requirements for raising pubic
and private matching funds are met.

•

Directs and coordinates all fiscal matters e.g., funding, business planning, budgeting, accounting and
reporting, financial controls, etc.

•

Directs and coordinates the research, evaluation, development, and implementation of school reform
proposal, projects, and programs. Coordinates the evaluation of participating schools.

•
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Provides support to participating schools and others involved with regular forums for reform dialogue.

Handbook for Education Excellence • Public Education Network

•

Manages, develops, and motivates organization personnel within the framework of personnel policies,
operational procedures, and goals. Selects, hires, and evaluates staff. Employee discharge done only
with legal review and Board approval.

•

Serves as a liaison to the initiative sites.

Essential Job Requirements
Job requires a strong leader with a clear vision of school reform and an in-depth knowledge of school reform
practices. Excellent interpersonal and communication skills are essential for work with the LEF board of
directors and staff, funding sources, schools, governmental bodies, and other community organizations.
Must have proven management and administrative skills to accomplish job responsibility and accountabilities.
Must have a strong academic background preferably with a graduate degree or graduate level of study in a
related area. Must have extensive classroom and administrative experience (preferably 10-15 years) with an
expert knowledge of adult and student learning processes. Should have previous experience managing the
development and implementation to techniques, tools, and programs to enhance student learning.
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Executive Director
The Atlanta Local Education Fund seeks an Executive Director who will be responsible for the overall
leadership and management of the day-to-day operations of a newly formed organization that will facilitate
education reform for Atlanta’s public schools. Working closely with a newly created board representing key
leaders, supporters and stakeholders of Atlanta’s public education system, the Executive Director will be
accountable for all strategic and operational components of operating the Atlanta Local Education Fund.
The Executive Director will oversee the development, recommendation and implementation of policies and
procedures necessary for the operation of the Atlanta Local Education Fund to include development of
strategic initiatives that will support successful school reform. A significant role of the Executive Director will
be the development of a fundraising operation.
In this highly visible role, the Executive Director will lead an organization charged with stimulating the
changes needed to improve public education in Atlanta. A significant responsibility will be to devise programs
that build civic capacity, as well as school and district capacity to implement reforms. Consistent with
the core mission of other members of the Public Education Network, the Executive Director will generate
resources for public education by facilitating investment from the parent community, businesses, and
philanthropic foundations.
Having a wide variety of relationships at multiple levels with diverse constituencies, the Executive Director
will be a highly visible and involved leader who earns the trust and confidences of several stakeholder groups
such as Atlanta’s business leaders, parents, community organizations, and with colleges and universities,
various social service agencies, local foundations or other entities.

Qualifications & Experience
•

Extensive knowledge of public education and well versed in the emerging issues, major challenges and
new opportunities impacting education.

•

Ten or more years of senior-level experience in public education or a comparable, relevant field with a
strong passion for quality, progressive and impactful educational delivery.

•

He/she must have a strong work ethic and high integrity, and must demonstrate the professional
maturity and courage necessary to gain the confidence of major stakeholders.

•

Proven ability to manage major fundraising campaigns.

•

Proven ability to create successful relationships with the highest levels of corporate, community,
government and civic leaders.

•

Demonstrated ability to build and manage highly functioning organizations through effective recruitment,
motivation, and staff development.

•

Articulate, with demonstrated strong oral and written communications skills.

•

The ability to properly develop and coach more junior staff members through leadership and
accountability.

•

Proven reputation based upon operational excellence and superb leadership with a track record of
driving excellence in high performance organizations.

•

Well respected in his/her field with solid experience in leadership positions where management and
leadership skills have been tested.

•

The political savvy required to focus the Atlanta Local Education Fund consistently onits mission.

•

Demonstrated effective management/administration of an educational or nonprofit organization and
knowledge of the nonprofit and federal funding processes with direct involvement and experience in
fundraising.
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•

A doctorate in an appropriate discipline or equivalent background and experience is preferred. A
master’s degree is required.

Leadership Competencies
•

Demonstrated ability to lead: A visibly involved, interactive and collegial leader who fosters
collaboration and motivates individuals to work together toward a common goal.

•

Organizational influence: Plans and effectively carries out a broad process to influence people across
the organization toward specific values, objectives and standards.

•

Relationship building: Champions the interests of various constituencies in a balanced manner.
Ensures that he or she is a key participant in groups and networks that are capable of impacting the
organization’s success.

•

Achievement orientation: Constantly raises the bar and presses the organization toward higher levels
of accomplishment. Establishes high standards, promotes superior performance and seeks innovative,
new opportunities to nurture the organization as it becomes an established entity.

•

Results driven: Establishes appropriate metrics needed to monitor and measure results. Develops
strategic and tactical initiatives consistent with overall goals and objectives. Incorporates metrics into
decision making processes and action plans. Communicates results and establishes expectations to
staff and the board based on clear metrics.

•

Proactive, self-starter: Capable of managing time and priorities effectively while accomplishing
planned objectives.

Personal Characteristics
The Executive Director of the Atlanta Local Education Fund must be a credible team player who inspires
trust in others. Critical to this role is the ability to form trusting relationships and to present a demeanor of
“believability” in all undertakings. A strong visionary with the political sophistication to understand the Atlanta
landscape and engage all segments of the community in a thoughtful, straightforward dialogue is required. In
addition, we are seeking:
•
•

A true leader in every sense of the word who is self-starting, motivated, enthusiastic and energetic.
A belief and affinity in the city of Atlanta and its educational landscape with a demonstrated passion for
educational enhancement.

•

Team builder with a positive, constructive, and open approach.

•

A hands-on manager with excellent communication and presentation skills, who brings out the best in
others and appreciates diversity of talent, thought and capabilities.

•

A true team player that can persistently drive an organization toward a vision for success with a positive,
constructive, and open approach.

•

Politically savvy – basic understanding of local, state, and federal politics.

•

The successful candidate will possess and foster the highest levels of integrity at all times.
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Chief Development Officer Exempt*
PURPOSE

The Chief Development Officer is the head of the Development Team and in charge of
crafting a long-term fundraising plan that will ensure long-standing relationships with
donors and sponsors.

REPORTS TO/
ACCOUNTABILITY

Executive Director

KEY SUCCESS
FACTORS

•

Creative, innovative and energetic leader.

•

Entrepreneurial spirit.

•

Strategic thinker.

•

Ability to work with a diverse group of constituents.

•

Excellent communication skills, as well as an effective project manager.

•

Strong team leader.

•

Self-directed and goal-oriented.

•

Proactive.

Fundraising:

RESPONSIBILITIES

JOB SHARING

KEY PERFORMANCE
INDICATORS

QUALIFICATIONS/
SKILLS/
EXPERIENCE
AND PERSONAL
ATTRIBUTES

*
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•

Create and execute a five-year campaign to match significant investments from
national foundations, as well as local major corporate/individual donors.

•

Significantly broaden and deepen the local individual and corporate donor base, as
well as ensuring long term support from diverse sources of revenue.

•

Develop an annual fundraising plan that is consistent with the five-year plan and
parallels the organization’s mission and communication strategies.

•

Lead and grow the organization’s major fundraising events.

•

Propose new and innovative fundraising initiatives.

•

Motivate and train board members, volunteers, and staff in fundraising methods and
solicitation techniques.

•

Oversee the donor recognition program Development Team:

•

Ensure that Development systems and infrastructure are adequate to properly
account for and report all donor activity.

•

Ensure integrity of the Development database.

•

Supervise the Development staff.

•

Provide leadership to board development committees.

•

These should be duties where another position has primary responsibility.

•

Provides timely reports to the leadership team showing progress against goals.

•

Provides Development staff with regular training and professional development.

•

Consistent and timely completion of projects.

•

Continuous improvement in development system.

•

Friendly and dependable.

•

Consistent high performance on tasks.

•

Demonstrates strong work ethic.

•

Effective leader, with satisfied team members.

•

At least 8 years of fundraising experience.

•

At least 5 years of experience in a leadership role.

•

An intermediate working knowledge of donor database program.

•

Ability to deliver exceptional results as a leader or team member.

•

Planned giving experience preferred.

•

Deeply believes and dedicated in the mission of the Schools Foundation.

Printed with permission from the LEF.
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Chief Financial Officer Exempt*
PURPOSE

The Chief Financial Officer is head of administration for the Foundation. Responsible for
day-to-day operations, the CFO is an integral member of the leadership team

REPORTS TO/
ACCOUNTABILITY

Executive Director

KEY SUCCESS
FACTORS

•

Imagination and visionary qualities.

•

Entrepreneurial spirit.

•

Consistent focus.

•

Dependable results.

•

Poise under pressure.

•

Adaptability to change

•

Accounting & Finance:

•

Coordinates and oversees annual budgeting process.

•

Regulates cash flow and ensures best use of cash resources.

•

Constructs and integrates accounting and reporting systems.

•

Adds financial oversight to grant applications and reporting.

•

Captains monthly accounting and reporting processes.

•

Safeguards Foundation fixed assets through detailed tracking system.

•

Certifies proper use of restricted resources.

•

Produces and preserves internal control systems and procedures.

•

Directs annual audit of Foundation financial statements.

•

Arranges timely filing of all government reports and forms.

Human Resources:

RESPONSIBILITIES

•

Develops, implements, and administers human resources systems.

•

Perpetuates personnel files and other employee records.

•

Calculates and submits semi-monthly payroll.

•

Directs timely filing or distribution of all payroll forms and reports.

•

Updates employee handbook as necessary and assures Foundation and employee
compliance with its provisions.

•

Presides over annual performance evaluation process.

•

Reviews benefits package annually and summarizes options.

•

Delivers orientation to all new employees.

Information Technology:
•

Contributes day-to-day technology support to foundation team members.

•

Sustains basic hardware and software infrastructure.

•

Formulates and executes Foundation technology plan.

•

Upholds security of Foundation data and equipment.

•

Drives performance of outside technology resources.

Legal:
•

Negotiates and governs Foundation contracts.

•

Approves legal agreements effecting Foundation operations.

•

Provides for Foundation response to inquiries of a legal nature.

•

Authorizes and prepares Foundation licensing applications.

•

Analyses insurance policies annually and summarizes for audit committee levels of
coverage and premium costs.
*

Printed with permission from the LEF.
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Chief Financial Officer Exempt* (CONT.)
Administration:
RESPONSIBILITIES
(Cont.)

KEY
PERFORMANCE
INDICATORS

QUALIFICATIONS/
SKILLS/
EXPERIENCE
AND PERSONAL
ATTRIBUTES
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•

Guides management, leasing, and maintenance of physical space.

•

Composes and ratifies administrative support systems including quality control
standards, staff and office procedures, and training.

•

Supervises administrative team.

•

Executive Director and Board satisfaction.

•

Consistent and timely completion of projects and reports.

•

Continuous improvement in organizational systems.

•

Comfortable and well-equipped work environment for team members.

•

Dependable and user-friendly technology systems.

•

High performance of direct reports.

•

BS degree in accounting, management, or related field. MBA preferred.

•

At least 5 years of financial management experience.

•

Excellent communication and interpersonal skills.

•

Creative self-starter and problem solver with tolerance for ambiguity.

•

Demonstrated leadership skills.

•

Willing to be “hands-on” and work in a lean organization.

•

Employment history of stability and progressive success.

•

Passionate about Portland’s public school system and public education.
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Vice President of Finance and CFO
POSITION SUMMARY

The VP of Finance and CFO is responsible for the financial operations of the
organization and the development of systems and processes needed to insure
accurate and timely recording of financial activity, compliance with contract
provisions, procurement rules and reporting requirements, and adherence to
local, state and federal laws.

REPORTS TO:

LEF President

SUPERVISES:

Contract Compliance Manager, Senior Accountant, Accounting and Contract
Specialist and Administrative Coordinator

CLASSIFICATION:

Non-Exempt/Full Time

MAJOR DUTIES AND RESPONSIBILITIES:

35%

Develops plans and systems needed to manage the financial operations of the organization;
directs and supervises the day to day financial activities of the organization, including general
accounting and finance, contract compliance, accounts receivable and payable, payroll. Seeks to
continually improve the effectiveness and efficiency of department through training, technology,
improves processes.

15%

Reviews preparation of monthly statements that accurately represent financial condition of
organization. Evaluates cash position and investments of the agency. Analyzes current financial
position and advises President and Finance Committee on financial status of agency, recommends
steps that could be taken to improve and strengthen financial position.

15%

Coordinates development and monitoring of annual budget with LEF President and Senior
Management staff; develops process for management review and approval of monthly financial
reports compared to budget.

15%

Keeps President and board advised of all issues related to financial position, contract compliance
and financial matters. Works closely with the Chair of the Finance Committee to develop strong
committee member participation, regular meeting schedule, meeting agendas in order to solicit
volunteer engagement in the financial operations of LEF. Coordinates with President on presenting
recommendations from Finance Committee to Board of Directors.

5%

Coordinates with outside auditing firm to secure services for annual audit of organization’s
finances. Manages and oversees preparation of audit schedules. Coordinates with other
government entities that require additional audit.

15%

Works with other management staff to assure integration of financial and program functions and
compliance with laws, contract requirements and agency policy. Partners with VP of Resource
Development and Public Relations to stay abreast of Fund development plans and progress toward
achieving Fund development goals. Provides leadership and support and participation on Senior
Management Team, Leadership Team and All staff meetings, subcommittees and activities. Other
duties as assigned.
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Qualifications
Education: BS in accounting, finance or MBA with accounting/finance concentration or CPA preferred
Skills and Experience
•

5 years of progressively responsible experience in finance or accounting, experience in nonprofit
strongly preferred

•

Demonstrated competency in decision making and problem solving with minimal supervision

•

Strong organizational and planning skills

•

Ability to establish and maintain effective working relationships

•

Able to organize work, handle multiple priorities and work in a high pressured environment

•

Good communication skills, both written and verbal

•

Proficient in Microsoft Excel and Word software applications

•

Working knowledge of computer software programs, FundWare accounting software preferred and the
ability to learn new programs

Equipment Used: Personal computer and software packages – (Windows, Word, Excel, FundWare),
telephone, calculator, FAX machine, copier, audiovisual
Working Conditions: Work is carried out in a controlled, agreeable environment as generally represented
by normal office conditions.
Physical Requirements
•

Physical exertion includes bending, pushing, standing and walking. Must be able to move or lift
approximately 25 pounds (i.e. file boxes, overhead projector, etc.)

•

Ability to speak clearly and distinctly

•

Good vision and good hearing acuity (with glasses and hearing aids, if necessary)

•

Skill in use of computers and manual dexterity and skill in use of keyboard

Mental and Aptitude Requirements: Job requires ability to hear and talk; analytical, conceptual, problemsolving and decision-making. Requires frequent contact by telephone, written communication and in person
with individuals inside and outside the organization requiring reasonable tact, discretion, self-expression and
a working knowledge of the organization and fund development practices and procedures
Staff/Volunteer and Community Relationships: Works cooperatively with staff, volunteers, customers,
and representatives of other organizations; conducts all business in a courteous, professional manner
Other
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•

Assists in fund development and community relations events and activities as requested

•

Must be able to work on a flexible schedule

•

Must have reliable transportation and a valid State Driver’s License.
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Director of Policy and Communications Exempt*

PURPOSE

The Director of Policy and Communications is responsible for all external and internal
communications, school funding strategies, district reform efforts related to business
performance and fiscal accountability, and engagement of civic and business leaders.
The Director is an integral member of the leadership team.

REPORTS TO/
ACCOUNTABILITY

Executive Director

KEY SUCCESS
FACTORS

•

Imagination and visionary qualities.

•

Entrepreneurial spirit.

•

Political savvy.

•

Consistent focus.

•

Dependable results.

•

Poise under pressure.

•

Adaptability to change.

Policy:
•

Lead PSF efforts addressing management, performance, and financial and
community accountability of the school district improvement

•

Lead, in concert with executive director, all strategies relating to school funding,
including research and design, fundraising, and communications.

•

Assist with development of selected proposals to major foundation and corporate
investors.

Communications:

RESPONSIBILITIES

•

Direct all external and internal communications, including media relations, public
outreach, and relations with opinion leaders. Provide technical assistance and counsel
to key allies and constituencies. Direct media and outreach efforts for PSF program
and fundraising events.

•

Design and direct multi-year strategic communications campaign.

•

Work in collaboration with partners, including PPS, on major communications
strategies and events.

Organizational Development:
•

In concert with Leadership Team, direct development of major planning and execution
documents and initiatives to support the creation of a culture of innovation and
learning.

•

Work with executive director on selected governance issues with Board of Directors,
including Board committees and nominations.

Civic Engagement:

KEY
PERFORMANCE
INDICATORS

•

Assist in management and direction of all civic engagement activities, including
strategy development, outreach to opinion, civic and business leaders, and
involvement of community partners.

•

Executive Director and Board satisfaction.

•

Consistent and timely completion of projects and reports.

•

Continuous improvement in organizational performance.

•

High performance of direct reports.

*

Printed with permission from the LEF.
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Director of Policy and Communications Exempt* (CONT.)

QUALIFICATIONS/
SKILLS/
EXPERIENCE
AND PERSONAL
ATTRIBUTES
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•

BA degree in political science, communications, management, or related field. MAA
preferred.

•

At least 5 years leadership experience.

•

Excellent communication and interpersonal skills.

•

Creative self-starter and problem solver with tolerance for ambiguity.

•

Demonstrated leadership skills.

•

Willing to be “hands-on” and work in a lean organization.

•

Employment history of stability and progressive success.

•

Passionate about <city’s>public school system and public education.
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Program Director
Position Status: Exempt
Salary Range:

Commensurate with experience

Reports To:

Executive Director

Date Issued:
Purpose: Provide support, coordinate and effectively manage Local education fund (LEF) school reform
initiatives in the LEF community.
General Scope of Responsibility:
Responsible for the effective implementation, administration, coordination and management of all funded
school reform initiatives.
Job Accountabilities:
•

Consults with the Executive Director to develop strategic organizational and program goals.

•

Assesses new and existing school reform programs. Develops and recommends plans, objectives,
policies and budgets to the Executive Director to implement, continue operation or discontinue
programs to achieve the goals of the LEF.

•

Develops and implements proposal requests and manages the review/recommendation process in
coordination with Executive Director.

•

Manages and administers all funded school reform initiatives. Approves budgeted items for new and
existing programs.

•

Assures the effective implementation, management, coordination and administration of funded programs
and related grants.

•

Assures the development and administration of accountability systems to monitor initiative activities and
assure adherence to program and related grant requirements.

•

Assesses program performance and relevance on an ongoing basis. Make recommendations to continue
grants. Redesigns or reshapes programs as required.

•

Establishes and maintains relationships with a wide array of constituencies such as public schools and
institutions of higher learning, funding sources, relevant government bodies, local, state and national
organizations and other appropriate organizations to support the LEF’s work and mission and ensure
coordination and cooperation in the accomplishment of goals.

•

Coordinates the research, evaluation, development and implementation of school reform proposals,
projects and programs. Coordinates the evaluation of participating schools.

•

Provides support to participating schools and others involved establishing regular forums for reform
dialogue.

•

Manages, develops and motivates program unit personnel within the framework of personnel policies,
operational procedures and goals.

Essential Job Requirements
Job requires a strong leader with a clear vision of school reform and an in-depth knowledge of school
reform practices. Excellent interpersonal and communication skills are essential for work with: staff; funding
sources; schools and school districts, university partnerships, governmental bodies, elected officials and
other national and local organizations. Must have proven planning, supervisory and administrative skills to
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accomplish job responsibility. Must have a strong academic background with a graduate degree or graduate
level of study in a related area. Must have extensive classroom and administrative experience (preferably
5-10 years) with an expert knowledge of adult and student learning processes. Should have previous
experience managing the development and implementation of techniques, tools and programs to enhance
student learning.
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Program Coordinator
Roles and Responsibilities
Support and Assist
•

Assist in the design and facilitation of professional development related to the theory of action for whole
school reform

•

Assist schools in obtaining financial and non-financial resources to support the goals related to the
Initiative

•

Provide guidance and direction regarding the goals and purpose of the project

•

Offer campus-based support (e.g. classroom observations, problem solving contests, special events,
special projects)

•

Facilitate logistics for outside consultants, travel to conferences, catering for professional development
sessions

•

Encourage professional dialogue

•

Ask probing questions

Communicate
•

Provide updates on Initiative for quarterly board meetings

•

Present project at conferences

•

Submit articles/project updates to for publication in appropriate venue

Advocate
•

Serve as a liaison between the LEF, school, district and community

•

Bring school-specific needs to other community businesses and organizations for further exploration

•

Build capacity within the schools

Facilitate
•

Facilitate reflective practices during professional development sessions with educators and community
members

Learn
•

Visit and establish on-going relationships with initiative schools

•

Continue to learn new ways of working with schools

•

Attend appropriate conferences and share best practices

•

Continually examine role based on the changing needs of the schools

•

Attend Project Directors’ meetings (twice per year)

Assessment
•

Assist in designing a review process to assess school progress on achieving Initiative goals
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SKILLS REQUIRED
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•

Excellent written and verbal communication skills

•

Facilitation skills

•

Presentation skills

•

Initiative to network to obtain resources for project

•

Team player

•

Ability to multi-task to handle Initiative responsibilities along with other duties as required

•

Strong school redesign / reform knowledge preferred

•

Experience with staff development preferred

•

School pedagogical knowledge preferred
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Resources
BoardSource

www.boardsource.org

Catalog of Nonprofit Literature

http://lnps.fdncenter.org

Chronicle of Philanthropy

www.philanthropy.com

CNN Money

http://money.cnn.com

Federal Grant Resource

http://grants.gov

Forbes Online

www.forbes.com

Foundation Center

http://foundationcenter.org

Free Management Library

www.managementhelp.org

Guidestar

www.guidestar.org

Hoover’s Online

www.hoovers.com/free

Independent Sector

www.independentsector.org

Internal Revenue Service

www.irs.gov

Nonprofit Times Online

www.nptimes.com

Philanthropy News Digest (PND)

www.fdncenter.org/pnd/index.jhtml

PND’s Online Bulletin of RFPs

www.fdncenter.org/pnd/rfp

Service Leader

www.serviceleader.org

Yahoo Finance

http://finance.yahoo.com
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PEN Publications
Brown, D., Christman, J.B., Hartmann, T., & Simon, E. (2005) Crafting a Civic Stage for Public Education
Reform: Understanding the Work and Accomplishments of Local Education Funds. Understanding and
assessing how LEFs carry out their missions and how they demonstrate success.
Brown, D., Christman, J.B., Hartmann, T., & Simon, E. (2004) Locating Local Education Funds: A Conceptual
Framework for Describing LEFs’ Contribution to Public Education. This framework was developed to guide
future empirical research on LEFs and to develop tools that LEFs themselves can use in a process of self
assessment.
Lampkin, L. M., & Stern, D. D. (2003) Who Helps Public Schools?: A Portrait of Local Education Funds,
1991–2001. A study commissioned by PEN to build awareness about the vital role, and highlight the
characteristics, of LEFs in regard to educating policymakers, the media, and the public.
Urban Institute, Education Policy Center. (2001) Leading Ways: Preliminary Research on LEF Leadership for
Public Education Network. An examination of LEF executive director leadership.
Raphae, J. & Anderson, A. (2001) Public Education Network Study of LEF Leadership: Report on Baseline
Survey Findings. Results of the first phase of the PEN Leadership Study, a baseline survey of 59 LEF
executive directors.
Useem, E. (1998) From the Margins to the Center of School Reform: A Look at the Work of Local Education
Funds in Seventeen Communities. A qualitative study of LEF work.
These publications are available online at www.publiceducation.org.
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Our Vision
Every day, in every community, every child in America benefits from a quality public education.

Our Mission
To build public demand and mobilize resources for quality public education
through a national constituency of local education funds and individuals.

Public Education Network
601 Thirteenth Street NW
Suite 710 South
Washington, DC 20005
Phone: 202 628 7460 Fax: 202 628 1893
PEN@publiceducation.org
www.publiceducation.org

