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Poquoson Athletic Association
P.O.Box 2366
Poquoson, VA 23662

Standard Operating Procedure

DATE OF BOARD APPROVAL: March 16, 2009

As provided Under Article X! of the PAA By-Laws dated _March 16, 2009 , the
attached constitute the current PAA Standard Operating Procedures.

.001 Officers and Members at Large Ballot

.002 Proxy Authorization

.003 Board of Director Application

.004 Board Member-At-Large Duties

.005 Application for Head Coach, Assistant Coach or Volunteer Coach
.006 Wrestling Room and Tournament Policy

.007 Fundraising Event Report

.008 Fundraising Event Money Received Report

.009 Nominations and Election Committee

.010 Application for Volunteer Voting Privileges

.011 Annual Statement and Conflict of Interest Statement
.012 Auditing Committee

.013 Members for Life
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Poquoson Athletic Association
P.0O.Box 2366
Poquoson, VA 23662

Standard Operating Procedure .001

Officers and Member at Large Ballot
As established under Article IV of the By-Laws

Date Approved/Revised: March 16, 2009

Please circle the Officer and Member at Large of your choice

Position Nominee Write-In Nominee

President (1 yr. term)

Vice President (1 yr. term)

Secretary (1 yr. term)

Treasurer (1 yr. term)

Member at Large: (2 yr. term)

Number of Openings
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Poquoson Athletic Association
P.O.Box 2366
Poquoson, VA 23662

Standard Operating Procedure .002
Proxy Authorization
As Established under Article Ill of the By-Laws
Date Approved/Revised: March 16, 2009

| (MEMBER GIVING PROXY), do hereby
constitute and appoint (PERSON
TO VOTE PROXY), and instruct him/her to vote as my proxy at the POQUOSON
ATHLETIC ASSOCIATION Board of Directors meeting to be held on
, with full power to cast the vote in the manner described

below.

CHECK EITHER (A) or (B) below as may be applicable:

A. | authorize the above named individual to vote in my name in a manner in
which the holder determines as best representing the interest of the PAA membership
on all matters brought before the board for a vote;

OR

B. | authorize the above named individual to vote for me as follows:

All other matters to be voted on:

Proxy holder MAY vote for me on

Proxy holder MAY NOT vote for me on

Signature Date:

Signed Proxies shall be delivered to the PAA Board Member chosen to act as the Proxy |
or E-mailed to the PAA Secretary prior to the above meeting date.

Attn: Secretary (Or any Officer that you may designate as your Proxy)
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Poquoson Athletic Association
P.O.Box 2366
Poquoson, VA 23662

Standard Operating Procedure .003

Board of Director Application
As Established under Article IV of the By-Laws

Date Approved/Revised: March 16, 2009

Name:

(Last) (First) (Middle)

Home Address:

Telephone Number(s):

(Home) (Business)

Profession or Vocation:

Education:

Civic or service organization
experience:

Employment History, Last Five Years:

General Information

1. Have you ever been convicted as an adult for violations of law other than minor traffic violations?
()yes ( )no

2. Have you ever been convicted of any offense involving the sexual molestation, physical or sexual
abuse or rape of a child? yes( ) no( )

(Code of Virginia, Section 22.1-295.1) |t is a Class | misdemeanor to make a material false statement
regarding any such offense.

3. Have you ever been discharged or requested to resign? Yes( ) no( )

4. Do you currently have any of the above charges pending against you? Yes( ) no( )

If answer to any of the above questions is yes, please give details:




Please state why you would like to be considered for a board position and have you volunteered and
made contributions that you did not receive compensation for to the PAA or another civic group?

Your signature below provides authorization to conduct a background investigation and a reference
check, including but not limited to reasons for termination, criminal record, conduct, and character.
By signing below, you waive your rights and allow the Poquoson Athletic Association to access any
such information and, without limitation, release Poquoson Athletic Association, and any source of
such information from any liability in connection with its release or use. Access to this information
should be limited exclusively to the Poquoson Athletic Association Board of Directors and Nominating
Committee.

SIGNATURE - Your signature certifies to the best of your knowledge the representations on this
application are true and correct.

Signed:

Date

Please return this application before March 25 to the
Poquoson Athletic Association P.O. Box 2366, Poquoson, VA 23662
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Poquoson Athletic Association
P.O. Box 2366
Poquoson, VA 23662

Standard Operating Procedure .004

Board Member-at-Large Duties
As established by Article VI of the By-Laws

Date Approved/Revised: March 16, 2009

Member at Large:

Each Member-at-Large shall be responsible for serving as the Chairperson of one of the following
committees with the previous Chairperson having the first right of refusal and Co-Chair one PAA
Fundraiser or Chair two major fundraisers.
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Membership.

Fundraising.

Promotions, Media Relations and Association Photographer.
Wrestling Apparel, Equipment and Spirit Wear.

Webmaster.

Concessions Stand.

Facility Manager.

Membership Chairperson:
> Attend all Board of Directors Meetings
> Responsible for designing a Wrestler and Membership Information Form and collecting the

following data from all youth, J.V., Varsity and Member/Supporter/Volunteer, that shall be kept
updated and maintained in a Microsoft Excel roster format for all wrestlers and
Member/Supporter/Volunteers

Wrestler Roster

First Name

Last Name

Home Address

Home Phone Number

E-mail Address

Parents Occupation

Parents Availability to assist the association with PAA Events
Parents area of interest and expertise
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Fundraising Chairperson:

>

Attend all Board of Directors Meetings

» Responsible for generating all funds required to meet the association annual budget
> Responsible for establishing annual fundraising calendar of activities and projected fundraising

income for the year in the first month after the annual election




Potential Events:

»

>

e Wrestling Tournaments

Woman-Less Beauty Contest

Boat and/or truck raffle

Youth “T” shirt sponsors

Wrestling Banquet and Silent Auction

Golf Tournaments

Fishing Tournaments

Takedown Club

Move mats at the Virginia Duals

Garage Sale

5K Race

Pin-a-Thon

Harley Poker Run

Seafood Festival

Restaurant % of Income

Web Site Links for Food Lion, travel and other opportunities

Responsible for planning draft budget, staffing and completing a Fundraising Event Report and
turning in receipts with money within three days of each event

Perform other duties that may be assigned by the President and/or Board of Directors

Promotions, Media Relations and Association Photographer Chairperson:

>
>

»

Attend all Board of Directors Meetings

Responsible for promoting the PAA and all of it's activities in the following media’s

e Newspapers

Local TV

City TV Channel

Posters

Flyers

Programs

Road signs

e Banners

Responsible for ensuring all wrestling results from Youth and Varsity programs appear in all of
the above in a timely manner

Take or ensure digital quality pictures are taken at all Youth, Varsity, J.V. Varsity matches,
tournaments and all PAA Events and are posted on the PAA Web Site with distribution to local
Newspapers and TV

Perform other duties that may be assigned by the President and/or Board of Directors

Wrestling Apparel, Equipment and Spirit Wear Chairperson:
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Attend all Board of Directors Meetings

Investigate and select the Screen Print, Equipment and Embroidery supplier with the best
price and quality

Develop purchase order for all Youth and Varsity singlet, T-shirts, shorts and warm-ups with
quantities and cost to be presented to the PAA Board for approval and purchase time frame
Develop Artwork to be displayed on Spirit Wear for the upcoming year with quantities and cost
to be presented to the PAA Board for approval and purchase time frame

Spirit Wear shall be ordered in stages that are relative to sales volume

Promote and sell Spirit Wear at all PAA Events and completing a Fundraising Event Report
and turning in receipts with money within three days of each event



» Perform other duties that may be assigned by the President and/or Board of Directors

Webmaster Chairperson:
> Attend all Board of Directors Meetings
> Responsible for updating and maintenance of the PAA Website to include but not limited too
the following
Home Page
Travel Calendar
Take Down Club Roster
Youth and Varsity Wrestling News
Calendar of all PAA activities and events
Weekend Warrior
Photo updates
Post all wrestling results in a timely manner
¢ PAA Board Member names and contact data
> Perform other duties that may be assigned by the President and/or Board of Directors

Members/Supporters/Volunteers Roster
First Name

Last Name

Home Address

Home Phone Number

Cell Phone Number

E-mail Address

Occupation

Availability to assist the association with PAA Events
Area of interest and expertise

Former Wrestler and if so at what ievel

Concession Stand Chairperson:

» Attend all Board of Directors Meetings

» Responsible for establishing annual Concession Stand Calendar and staff of volunteer workers
to operate Concession Stands at all Poquoson High School home wrestling matches,
tournaments and all PAA sponsored Wrestling Tournaments and Fundraising Events

> Responsible for developing an event menu, pricing and cost to be presented to the PAA Board
for approval

> Responsible for purchasing the necessary supplies to sell at all events and completing an
Fundraising Event Report and turning in receipts with money within three days of each event

> Perform other duties that may be assigned by the President and/or Board of Directors

Facility Manager

Responsible for coordinating the cleaning of the wrestling mats

Report building maintenance needs to the High School

Purchasing and inventory of supplies

Responsible for coordinating the set up and break down of wrestling mats for all Youth and
High School home matches

Must adhere to and insure that all fire safety codes/regulations are current and implemented
Perform other duties that may be assigned by the President and/or Board of Directors

VV VVVY
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Poquoson Athletic Association
P.O.Box 2366
Poquoson, VA 23662

Standard Operating Procedure .005
APPLICATION FOR HEAD COACH,
ASSISTANT COACH OR VOLUNTEER COACH

Date Approved/Revised: March 16, 2009

Date:

Legal Name: (Dr., Mr., Mrs., Miss)
Address:

Home Phone: (757) Cell Phone (757)
Date of Birth:

Present Employment :
Wrestling Experience:

Note: The Age Discrimination Employment Act of 1957 prohibits discrimination on the basis of age for
individuals at least 40 but less than 65 years of age.

Position Desired:
Education: High School Diploma: [ Jyes [ ] no
Where:

Additional Schooling or Training: [ ]yes [ ] no
Where:
Degree:

Personal References: (List three)
Name Address Occupation

Employment History, Last Five Years:




General Information

1. Have you ever been convicted as an adult for violations of law other than minor traffic violations?

( )yes ( )no

2. Have you ever been convicted of any offense involving the sexual molestation, physical or sexual
abuse or rape of a child? yes( ) no( )

(Code of Virginia, Section 22.1-295.1) It is a Class | misdemeanor to make a material false statement
regarding any such offense.

3. Have you ever been discharged or requested to resign? yes( ) no( )

4. Do you currently have any of the above charges pending against you? Yes ( ) no( )

If answer to any of the above questions is yes, please give details:

Your signature below provides authorization to conduct a background investigation and a reference
check, including but not limited to reasons for termination, criminal record, conduct, and character.
By signing below, you waive your rights and allow the Poquoson Athletic Association to access any
such information and, without limitation, release Poquoson Athletic Association, and any source of
such information from any liability in connection with its release or use. Access to this information
should be limited exclusively to the Poquoson Athletic Association Board of Directors and Nominating
Committee.

SIGNATURE - Your signature certifies to the best of your knowledge the representations on this
application are true and correct.

Signed
Date

PAA Use Only

Date Interviewed: Interviewed By:

Position: Beginning Date:

The Poguoson Athletic Association does not discriminate on the basis of race, color, national origin, age, religion, political
affiliation, disabling conditions, or sex in its wrestling programs or employment. No person shall be denied employment
solely because of any impairment, which is unrelated to the ability to engage in activities involved in the position or program
for which application has been made. The PAA President is the responsible person regarding assurance of non-
liscrimination.

all information concerning this application should be sent to the following address: Poquoson Athletic Association, P.O.
2366 Poquoson, VA 23662

Dated:







