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INTRODUCTION
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Congratulations!!

You are now the Coordinator of all student activities.

Now that the initial shock has subsided, you are probably thinking, "Help!
What do I do now?"
Whatever the selection process or procedure was for you receiving your
position, one thing is probable.
position.

Don't despair.

In all likelihood, you feel ill-prepared for the

Very few Activities Coordinators have had formal

training to help them feel comfortable about accepting or actively seeking
and Activities Coordinator position.

However, if you are willing to accept the

responsibility and commit yourself to help students, you already meet an
essential requirement for being the Activities Coordinator in the Student
Activity

Program.

The purpose of this handbook is to help the new Activities Coordinator
identify some key concepts about the position and to point out resources for
further

assistance.

How To Begjn-"Each activity is part of a larger picture
environment and curriculum.

the school and its total

At times, student activities have been thought

of as 'extracurricular' or 'co-curricular'.

Today, we recognize all student

experiences provided by the school as part of the curriculum."

The Activities

Coordinator should ask the administration about the philosophy and functions
of the student activities program in the school system and building.
What are the board of education policies and school guidelines and
regulations regarding the student activities program?
responsibility does the Activity Coordinator have?
and responsibilities of the Activities Coordinator?

What are the obligations
What are the time demands,

resources and rewards for the Activities Coordinator?
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What authority and

To whom does the

coordinator report and how is he evaluated?

How is the activity program

relate to the rest of the curriculum?
These and other questions should be raised, clarified (in writing
whenever possible), and discussed with the school administration.

A basic

theory and philosophy of student activities should be developed and
understood by all parties if the program is to be successful.
foundation that undergirds the entire activities program.

This is the
If this foundation is

lacking, it will be very difficult to achieve established objectives and goals.

The Rote Of The Activities Coordinator-Now that you have the title of Activities Coordinator, what does it mean
and what is your role?
success.

It would be nice to have a recipe that would guarantee

However, because you are dealing with human beings rather than

baking a cake, it is difficult to outline duties.
is

Each organization and individual

different.
The Activities Coordinator's role is a multi-faceted one, much more

complex than one first realizes.

The Activities Coordinator is to give advice, to

recommend, to counsel, to inform and to coordinate.

There is often a fine line

between giving advice and telling the students and advisors what to do, or as
some would say, dominating the organization.
Trying to describe the role of an Activities Coordinator is like being a
mosquito in a nudist camp; you don't know where to begin.

However, the

following are some general roles of the Activities Coordinator:

--HUMAN RELATIONS AGENT:

You are working with individuals, all

of whom have unique personalities and different expectations and
experiences.

Your responsibility is to help them to better understand

themselves and others, and how to work effectively together.
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You must be

willing also to know yourself better, to develop trust in others, and to develop a
relationship of shared responsibility and mutual trust with the advisors and
students.

You have the responsibility of molding the advisors and students

into a cohesive unit working together toward a commonly agreed-upon goal.
This involves knowledge of individuals and how groups work together to
achieve a common purpose.

--ROLE OF BEING COMMITTED: You must be committed to the concept
of meaningful student involvement via student activities and the democratic
ideals of participation in meaningful activities.

You must sincerely like

working with students in a variety of settings and working to improve school
and educational opportunities for all students.

You can't be like the Kamikaze

pilot who was bragging about flying 14 missions in World War II and when
asked about them he replied, "I didn't say I was committed, I was just involved."
You must be more than just involved as the leader of the activities
organization.

--ACTIVE LEARNER: Since you have probably had little formal
training for your role as an Activities Coordinator, you will need to constantly
be learning about your job.

You have a responsibility for keeping abreast of

what is happening in student activities.

You can do this by reading various

publications; asking questions; visiting schools; writing to other Activities
Coordinators;

and attending seminars, workshops, conferences, meetings, and

state conventions.

Many of these can be opportunities to learn together with

your students by attending and sharing.

As an active learner, you will learn

by doing, so don't hesitate to ask your administration for support to attend
conferences

and

workshops.

--COUNSELOR:

You have a unique opportunity to help students grow

in a laboratory of human experiences.

You will work with students in a way
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few other teachers can, and in many cases you will get to know the students
better than parents or the school counselor.

You can assist students with their

development in ways that a classroom teacher may not be able to do.

In many

cases, Activities Coordinators form friendships with students that continue
long after graduation.

--TE ACHE R:

Activities Coordinators are primarily teachers.

They must

work with the teachers (advisors) to teach them their duties and
responsibilities.

An effective Activities Coordinator knows haw to plan, to

motivate, to involve to involve others, when to attack, and when to retreat.

--COMMUNICATIONS AGENT: The Activities Coordinator is the bridge
between the students and administration, the student body, the faculty, and the
community.

The Activities Coordinator stimulates faculty and administrative

interest and support and keeps them informed.

The Activities Coordinator can

correct misconceptions, explain student viewpoints, and note student reactions
and attitudes, all of which can enhance the learning climate of the school.

--FACILITATOR OF LEADERSHIP:

Look for the person who is able to

get thing done - who can accomplish the goals by organizing the efforts of
other people.

Cultivate the ability to identify this common trait in others.

Be a

person who knows the effect of good, well-established organizational goals.
The Activities Coordinator is aware of group relationships and group
processes.

Let students make mistakes occasionally; it's a student organization.

Also, let the students enjoy their successes.

Cultivate the practice of giving

credit when it is due and accepting the responsibility when something doesn't
go as planned.

One of your goals is to develop young people and assist them

with the necessary skill development to be leaders.

--RESOURCE PERSON: The Activities Coordinator must offer
information, inspiration, encouragement, and reinforcement.
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His/Her role is

not to tell students what to do but to provide them with suggestions and
alternatives to accomplish the organization's goals.

Sometimes the Activities

Coordinator "questions" rather than "tells" and in this process brings about
meaningful

dialogue.

--PUBLIC RELATIONS AGENT: You can present your students and
their organization too many audiences via effective communication and public
relations techniques.

It doesn't need to be the slick Madison Avenue variety.

A sincere sharing of the successes of your organization and telling the public
what students are doing in your school and organization
necessary.

is all that is

Everyone has an ego that needs an ocassional boost and you can

either openly or subtly inform the faculty, administration, or community
about the many good things your organization is doing.

Most news media are

eager to have human interest stories involving students, so prepare news
releases with your students and let others know what your are doing.

This can

create interest and support for your organization from a variety of sources.

--EVALUATOR: You have an obligation to help the advisors see where
they have been as well as to plan where they are going.

Assist the advisors to

see that the evaluation process can be more important than the significance of
the end product.
Activities Coordinators must develop both the art and science of
advising.

He/she must try many ways of approaching problems and analyzing

them to find solutions.

There is a matter of risk in decision-making.

How we

develop this art is what turns us either into the kind of artists who
communicate effectively or those who say nothing at all to the rest of the
world.
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An ACTIVITIES COORDINATOR is:

A ·· ADAPTIVE

Alert and aware of actions and activities
D ·· DEPENDABLE

Devoted to the idea of student activities
V ·· VIGOROUS

Vital and visionary to the needs of students

I •• INSPIRATIONAL
Provides initiatives and ideas, and involves others
S ·· SENSITIVE

Sincere; sees schedules and follows through
E ·· ENTHUSIASTIC

Energetic; seeks evaluation and feedback
R ·· RESPONSIBLE

Respectful of the rights of others and reaches to help
attain goals of individuals and the organization
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ACTIVITY COORDINATOR JOB
DESCRIPTION
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JOB DESCRIPTION:

Kentridge High School believes that student activities, outside the
regular curriculum program, are an integral part of its complete educational
program.

It is the belief that involvement in these activities adds to the

educational experience of students.
The primary purpose of the activities program should be to meet those schoolrelated interests and needs of students that are not provided for at least to a
sufficient degree ... by the curricular program of the school.

SPECIFIC DUTIES OF THE ACTIVITIES COORDINATOR:
A.

Will develop and maintain the master activity calendar for

Kentridge High School
B.

Will assure the proper organization and supervision of all
regular school and evening activities

C

Will work with advisors in the development of appropriate
schedules

D.

Will arrange for adequate transportation of participants and
non-participants when it is necessary for them to travel.

E.

Will work with advisors in assuring proper financing and
handling

F.

funds

Will arrange for the appropriate facility and auxiliary services
for special program.

He/She will work with custodians in

proper clean up of facilities
G.

Will serve as liaison between the school and the Booster Clubs

H.

Will be responsible for publishing the daily, weekly and

monthly

bulletins

11

SOCIAL ACTIVITIES:
A.

Will work with sponsors of dances to assure proper
organization and supervision, and that adequate chaperones
and security will be in attendance.

B.

Will prepare and maintain an accurate calendar and schedule
of social activities.

C

Will assure that contracts with musicians are signed and that
terms of the contract are followed.

D.

Will work with sponsors of social activities in providing for
proper financing and handling of funds.

E.

Will work with the sponsoring group and the custodial staff to
see proper clean up of facility.

F.

Will develop a checklist of terms to which dance sponsors can
refer for successful promotion.

G.

Will provide for administrative supervision of all dances

H.

Will provide a master dance schedule.

STUDENT GOVERNMENT;
A.

Will be the advisor to the Associated Student Body

B.

Will coordinate the various responsibilities of the student
government

C

Will plan and implement all school-wide elections according to
the ASB Constitution

D.

Will work with the cheerleader advisor in the conduct of the
cheerleading

program
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SPECIAL INTEREST CLUBS;
A.

Will be responsible for the school-wide coordination of special

interest clubs and organizations
B.

Will work with the club advisors in developing meaningful
activities, financial accountability, and compliance with the ASB
Constitution

C

Will be the primary advisor to the Student-Faculty Relations
committee

ASB FUNDING;
A.

Will be responsible for interpreting ASB funding policy to the
various clubs and organizations

B.

Will serve as a resource to clubs and organizations in fundraising

C

and spending projects.

Will work with the ASB government and the various clubs in
developing an efficient budget and financial plan

D.

Will approve all ASB purchases

E.

Will coordinate and supervise an inventory control program of
all ASB purchased materials

ASSEMBLIES:
A.

Will be responsible for the scheduling, planning and

implementation and evaluation of school assemblies
B.

Will review and approve all assembly programs

C

Will work with advisors and students who conduct the
assemblies to assure the success of the program
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COMMUNITY RELATIONS AND PUBLICATIONS;
A.

Will work with the faculty in organizing parent visitation

programs

and

openhouses

B.

Will coordinate appropriate news releases to the media

C

Will be a member of Parent Advisory Committee

OTHER ASSIGNMENTS;
The student Activities Coordinator may be assigned to other
duties which are appropriate to the time demands of the position,
including, but not limited to:
A.

Coordination of all field trips

B.

Chairperson of student/staff recognition committee

C

Production of daily bulletin

D.

Scheduling of the use of all facilities

E.

Planning,

implementing,

evaluating

commencement,

vespers, senior party, senior awards dessert and senior
breakfast

LOCATIONS;
ASB office will be located within the commons area off the
cafeteria.
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ESTABLISHING A CLUB:
An ASB club is defined as any co-curricular organization.

This covers a

wide variety of activities including co-curricular athletic teams, sophomore
through senior classes, school newspaper, yearbooks, stores, and the many
groups that meet for special interests such as business, language and theater
clubs.
To establish a club, students must have an adult advisor and an ASB
constitution.

The constitution is submitted to the ASB officers and their

advisor for approval.

Upon approval, a budget account number is issued

through the activities officer in cooperation with the cashier's office.
All club business is conducted using the assigned account number.

Each

club's account, deposits of revenue and expenditures, are recorded separately
on the general ASB ledger by the school cashier.

Each club/activity is

required to have (2) two student signators on file with the cashier.

All

purchases by that organization will require a signature from one of these
students.

SPECIAL ACCOUNTS:
Recent changes in Washington state law allow ASB clubs to raise money
for special purposes such as scholarships, student exchange and charity.
However, there are procedures which must be followed when engaging in
special fund raising activities.
1. Approval from the Activities Coordinator must be obtained
2. A special account must be established.

Monies raised for

the special purposes mentioned above may not be
deposited or expended from the regular club account.
3. All fund raising activity must clearly state and/or show the
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purpose for which the money is being raised, i.e., DRILL
TEAM KICK-A-THON TO RAISE MONEY FOR THE MARCH OF
DIMES
All proceeds from special fund raisers are deposited and expended from the
special account using ASB procedures.
AN IMPORTANT NOTE:

Clubs cannot use regular club account revenue

for special purposes by transferring the money to a special account AFTER the
fact.

The approval, special account number, etc. must be in operation BEFORE

the fund raising begins.
Clubs using district facilities and materials for special fund raising may be
charged a nominal fee for the use of these items.
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KENTRIDGE HIGH SCHOOL
CLUB CHARTER APPLICATION

Kentridge clubs provide academic, social, and athletic opportunities and
experiences.
activities.

All Kentridge clubs must be chartered prior to any fund raising
The following steps will be involved in the chartering process.

1. All prospective clubs must complete a Kentridge Club
Charter Application.

The application may be obtained

in the Activities Office.
2. The completed application should be turned in to the
Activities

Coordinator.

3. The application is reviewed by the ASB and Activities
Coordinator.
the

A recommendation is then presented to

Principal.

4. The membership list is reviewed to verify that all
members have purchased an ASB card.
5. The applicant is notified of the approval or denial of
the

request.

6. All chartered clubs and activities (sports) must
perform

a school/community

service.

All clubs are expected to follow district/school policies; clubs failing to adhere
to these standards may have their charter revoked.

CLUB NAME: _ _ _ _ _ _ _ _ _ _ _ _ _ _ DATE: _ _ __

PURPOSE:

AMOUNT OF MONEY YOU NEED TO FUNCTION THIS YEAR: $_ __
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HOW DO YOU INTEND TO RAISE THIS MONEY? (be specific)

1.
2.
FUNCTIONS YOU INTEND TO PERFORM FOR THE SCHOOL: _ _ _ __

SCHOOL/COMMUNITY SERVICE: _ _ _ _ _ _ _ __ _ _ __

MEMBERSHIP CRITERIA: _ _ __ _ _ __ _ _ _ _ _ _ __

ADVISOR'S SIGNATURE: - - - - - - - - - - -- - - - -

CLUB OFFICERS:
CONSTITUTION ON FILE: - - - - - - -- --

------

PRESIDENT: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ __
SECRETARY:_ __ _ _ _ _ _ _ _ _ _ __ _ __ __ __
TREASURER: _ _ _ __ _ _ _ _ _ _ _ _ _ _ __ __
OTHER OFFICERS: _ __ _ _ _ _ _ _ _ _ _ _ __ _ __
A CURRENT MEMBERSHIP LIST MUST BE ATTACHED TO THE APPLICATION.

*************************************************************
APPROVED _ _ __

DENIED _ _ __

DATE _ _ __

ASB PRESIDENT:_ _ _ _ __ _ _ _ _ _ __
ACTIVITIES COORDINATOR: _ _ _ _ _ __ _ _
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THE SIGNATORS FOR THE CLUB ARE:
1.

PRINT

SIGNATURE

PRINT

SIGNATURE

2.

Club
Account #
school year
Two students names and signature must be provided for the school year.
return this form to the activities office by SEPTEMBER 30TH.
THANK YOU,

ACTIVITIES COORDINATOR
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Please

SAMPLE CONSTITUTION
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EXAMPLE HIGH SCHOOL
ASB CONSTITUTION

Z Club
of
Example High School
ARTICLE I
Name

The name of this club shall be the Z Club of Example High School.
ARTICLE II
Organization

Section 1. Its ideals and purposes shall be similar to those of Zonta
International, but in no sense is the Z Club to be considered part of a Zonta
Club.
Section 2. It shall continue to function and use the name only as long as it is
actively sponsored by the Zonta Club of Olympia.
Section 3. The sponsoring Zonta Club shall appoint a committee of Zontions
who shall act in an advisory capacity.
ARTICLE III
Objectives

The objectives of this club shall be:
a . To serve Example High School and the community.
b. To provide career awareness and information and to encourage
leadership qualities in the high school students.
c. To promote fellowship and better understanding among all
peoples of the world .
ARTICLE IV
Motto

The motto of this club shall be "Growth through Service."
ARTICLE V
Membership

Section 1. Qualifications: Members shall be selected on the basis of character,
personality, citizenship, scholarship, and potential leadership.
Section 2. Eligibility: Membership shall be open to students who are at least
second semester freshmen with a 2.0 GPA.
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Section 3. Selection of Member: Members and faculty may suggest names for
membership. Also, any student may apply for consideration. All names will be
reviewed by the advisor and presented to the Board of Directors for action.
Section 4. Termination of Membership:
(a) Membership shall automatically
terminate upon departure from the community, upon graduation, or cessation
of regular class attendance. (b) Subject to review by the advisor, the Board of
Directors of the club shall have the power to drop members for failure to
maintain the scholastic requirements or non-attendance without valid excuse.
ARTICLE VI
Officers and Duties

Section 1. The officers shall be a president, vice-president, secretary, and
treasurer. The president must be a junior or senior.
Section 2. Duties: The president shall preside at all regular and special
meetings of the club and the Board of Directors. Subject to approval of the
Board and Advisor, the president shall appoint all committees, call special
meetings, and shall be an ex-officio member of all committees, except the
nominating committee.
The vice-president, in the absence of the president, shall perform the duties of
the president and assist the president in carrying out duties.
The secretary shall keep a record of all meetings of the club and of the Board
of Directors. The secretary shall prepare notices of meetings, keep records of
attendance, keep a record of membership, conduct correspondence, and be
responsible for all club records.
The treasurer shall receive all funds not deposited directly in the Accounting
Office and shall deposit them with the ASB bookkeeper according to the school
district and ASB procedures. The treasurer shall issue receipts for all money
collected and sign purchase orders as necessary to conduct club business.
Section 3.

Terms of office:

Office shall serve for one year.
ARTICLE VII
Board of Directors

Section 1. There shall be a Board of Directors, consisting of the officers and a
maximum of six other members. There shall be at least one member of the
board from each class. The officers of the club shall be the officers of the
board.
Section 2.

The board shall meet monthly to plan club meetings and activities.

Section 3.

The board shall serve for one year.

Section 4.
advisor.

All actions by the club and board shall be subject to approval of the

Section 5. The advisor will work closely with the Z Club committee of the
sponsoring Zonta Club.
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Special
Section 1.

ARTICLE VII
Appointees of the

President

The president may appoint a historian and parlimentarian.

Section 2. The historian shall maintain a scrapbook and a club history. The
parliamentarian shall be familiar with Robert's Rules of Order and shall assist
as necessary.
ARTICLE IX
Nominations and Elections
Section 1. The nominating committee, consisting of a maximum of six
members, shall be appointed in March. Each class shall be represented on this
committee. Elections shall be held in May.
Section 2.

Elections shall be by ballot and a majority vote shall elect

Section 3. One or more Zonta Club members shall attend meetings of the club
as appropriate in an advisory capacity.
Section 4.

Meetings shall be conducted by Robert's Rules of Order (Revised).
ARTICLE XI
Committees

Section 1. The following Standing Committees may be appointed:
Membership
Social
Program
Public Relations
Service
Finance
Section 2.

Other special committees shall be appointed as needed.

Section 3. Duties of committees follow:
Finance Committee--shall devise and carry out plans for
fundraising.
Membership Committee--shall receive names of prospective
members and present them to the Advisor and Board of
Directors. The secretary shall extend a written invitation to
these students.
Program Committee--shall arrange and present programs at
meetings as requested.
Public Relations Committee--Shall be responsible for all
publicity.
Service Committee--shall plan at least one major service project
which shall involve all members.
Each club member shall be
responsible for a minimum of 20 hours per year and the
Service Committee shall keep a record of all service.
Social Committee--shall plan social activities of the club to include
at least one a year.
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ARTICLE XII
Amendments

Amendments to these bylaws shall be adopted by a two-thirds vote of the
members present at any regular meeting, held one week or more after a
regular meeting at which the proposed amendment was read. Advisor and the
Zonta Club Committee shall approve amendments prior to the vote.

24

CLUBS, ACTIVITIES, AND EVENT
SCHEDULING
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ASB CLUB ACTIVITIES AND EVENTS

Scheduling

Club

Events --

Generally, all club events and activities must be approved by the
Activities Coordinator.

A list of a group's activities must be submitted to the

Activities Coordinator for placement on the master calendar.
In cases where the proposed activity is a fund raiser, the Office of the
State Examiner requires that a form be used which shows a projected cost,
revenue, and profit amount.*

Publjcizjpg Your Event
There are many methods available for publicizing a club event.
Suggestions include the following:
1. Daily Bulletin:

Check with the Activities Coordinator to

see how an announcement can be included.
2. Poster:

Paper and paints are usually available through the

Activities Office for club use.
3. Newspaper:

The Fleet Street News requires articles

advertising events to be typed and delivered to their office.
4 . Reader Boards (inside, electric):

Check with Activities Office

to see how an announcement can be included.
IMPORTANT

NOTE:

ASB club advisors should examine all forms of

publicity BEFORE they are implemented to assure that announcements, posters,
etc. are in good taste and reflect correct information.
*Fund Raiser Forms are included in the Fund Raising section.
these forms are available from the Activities Coordinator.
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copies of

RESTRICTIONS FOR THE USE OF
PUBLIC FUNDS AND THE ASSOCIATED STUDENT BODY FUNDS
Perhaps the most significant change brought about by RCW 28A.58.115
and RCW 28A.58.120 has been the designation of associated student body funds
as a PUBLIC FUND OF THE SCHOOL DISTRICT. Prior to July 1, 1976, these monies
were all private in nature and could be used with almost no restrictions;
however, as public funds of the District, the District must control and account
for student body money within the legal parameters governing public funds.
The results in a more detailed accounting system and certain restrictions on
the use of these funds.
Two particular restrictions that cause the most confusion are (1) ASB
funds can only be used for legitimate activities of the associated student body
of the school, and (2) they cannot be used for anything under the general
heading of gifts, including charitable donations, or concurrently, student
body funds cannot be used for any personal or private use.

Expenditures for

charitable donations, scholarships, and student exchange may be made only
from legitimate ASB private monies.
It is legal, however, to give prizes or awards in recognition of some
achievement under certain conditions.

The distinction between gifts or

awards will be made based on the following:
1. No items of personal nature intended for personal use can be
given to an individual unless the items are of nominal value
and have no functional use or value.

For example, a

letterman's jacket or a pen and pencil set would be disallowed
as a gift, but an inexpensive pin or athletic sew-on letter
would not be a gift.
2. The item cannot be of more than nominal value in any case.
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For example, a plaque is not considered a gift if it is within
reasonable cost for such an item.

The determination of

"nominal value" is admittedly subjective and a definite dollar
amount cannot be set.

This determination will be left to the

judgement of the Activities Coordinator/Principal.
3. If the item is of a personal nature and of greater than nominal
value but will be retained by the Associated Student Body, this
is not considered a gift.

Sweaters for Pep Club can be

purchased for use in club activities; however, they cannot be
retained by the individual.
It is also legal to give prizes in a raffle designed to raise funds for the
student body, provided that the money collected is a least as much as the value
of the prize(s) being raffled off.
Some examples of payments that have been determined to be gifts and
not allowed are as follows:

Restrictions:
1. Volunteer parent workers were bought lunch.

This is either

a payment for their services, in which case they cease to be
volunteers and have received a salary, or it is a gift.
2. Fees were paid for teachers who wished to attend an optional
professional workshop.

If a workshop is required, the District

could pay the fee from the General Fund.

If it is a personal

decision on the part of the teacher, it is a personal obligation.
3. All prizes associated with any sales, unless prizes of equal
value are earned by each and every individual for comparable
effort.
4. Membership fee in a professional organization.
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5. Flowers for someone in the hospital.
6. Coffee and rolls for school meetings.
7. Purchase of food for needy families.
8. Replacement of a lost fee card (in this case a golf card) for a
student when the card was to be replaced by the individual.
The original card was provided by the District.
The use of ASB monies for curricular activities is strictly prohibited.
ASB monies can only be used for non-credit EXTRAcurricular events
(activities) of the district (RCW 28.A58.113).

29

CLUB BUDGETS
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ASB CLUB BUDGETS

The associated student body will annually prepare, with the guidance of
the Activity Coordinator and prior to the completion of the student school year,
a budget at such time as is designated by the District Business Office.

The

budget will be submitted to the District Business Office for review, revision,
and approval.

The Associated Student Body Fund budget must be approved by

the Board of Directors before any disbursements may be made from the
Associated Student Body Program Fund for the fiscal year.
The Activities Coordinator will notify each advisor when it's time to
submit budgets.

Clubs are asked to schedule their activities and fund raisers on

their budgets in order to coordinate club activities and avoid competition.
ADVISORS SHOULD MAKE A COPY OF THEIR CLUB BUDGET AND KEEP IT FOR
REFERENCE.

Suggestions for Preparing an ASB Club Budget-1. Remember that a budget is an estimate, so use high figures.
2. Calculate a beginning balance for the coming year by estimating
revenue, transfers, and expenditures for the remainder of this year.
ASB cashier can help with this.
3. Make a tentative schedule of planned activities.
determine

revenues

and

This will help

expenditures.

4. Work with a copy of the current budget.

It will provide

information that the advisor may otherwise overlook.
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Checklist;
_ _ obtain budget sheet
_ _ check deadline date
_ _meet with members and/or officers to establish budget
_ _ fill out budget sheet, advisor sign, student signator sign
_ _ return to Activities Coordinator by deadline
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ASB ACTIVITY/CLUB BUDGET FOR

----

SCHOOL YEAR

Estimated BEGINNING BALANCE as of _ _ _ __
REVENUES: to be RAISED or brought in during year

Sales from fundraisers (candy, bake sale, calendars,
car wash, wrapping paper, etc.)
Dances

+_ _ _ _ _

Dues (state and nominal)

+_ _ _ _ _

Payments for conferences (travel, registration, meals,
etc.)

+ _ _ _ __

Other

+_ __ _ _

Subsidy requested & approved (if any) from ASB

+ _ _ _ __

TOT AL REVENUE to .be raised during _ _ __

= _ _ _ _ (B)

add (A) and (B)

=____ (C)

EXPENDITURES:

To be SPENT during the year

Supplies
Refreshments

+ _ __

Conferences (travel, registration, meals, lodging)

+_ _ __

National/State/Local

+_ _ _ __

dues

Awards, plaques, etc. (nominal amount)

+_ __ _ _

Contractual fees (dance bands, vendors, etc)

+ _ _ _ __

Fundraisers (invoices/P.0.'s for candy, calendars,
ribbons, etc .) See Below*

+_ __ _ _

Other

+_ __ _ _

(specify)

TOTAL EXPENDITURES for _ _ _ _
please note: when approved, this amount (D)
will be your budget for the school year. You
will NOT be able to spend beyond this amount
no matter how much cash you have brought in.

=_ _ _(D)

BALANCE TO BE CARRIED FORWARD TO
FROM C)

(SUBTRACT B

Name of Activity group

ACCT # _ _ _ __

33

of student _ _ _ _ __

Signature of Advisor
Date
Approved:

Cashier _ _______ _ _ _ _____ date _ _ _ __

Vice Principal _ __ _ _ __ _ _ __ _ _ _ date_ _ _ __

PLEASE NOTE; Fundraisers must be "bought". These are EXPENDITURES and
must be reflected in your budget. If you have any questions, please contact
the cashier.
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FUND RAISING
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FUND RAISERS
The importance of fund raising to the success of the activities programs
is recognized.

However, the Activities Coordinator has an obligation to

minimize the impact of fundraisers on the people and businesses of the
community.
confrontation.

Encourage advisors to plan activities which limit direct
Fund raiser, such as car washes which allow people to make a

choice without face to face confrontation, are much more acceptable than
sales of goods or services which involve face to face contact.
Any activity planning a fund raiser must submit a Fund Raising Project
Request to the activities coordinator well in advance.

Fund raising activities

will then be listed on the master calendar, and direct competition between
groups can hopefully be avoided.
Any group conducting a fund raiser without prior approval should be
charged 20% of the net profits.

Organizing-Raising funds for a club's use can be an exciting and rewarding
experience for the advisor and the club members, or it can be a confusing
event for all concerned.
The key to holding a successful fund raiser is ORGANIZATION. The
advisor and the club must have a plan BEFORE they undertake such an activity.

Getting

Started- -

The following questions are excellent ones to ask any group before it
makes a decision on the type of fund raiser to use:
1. Is the project fun?

2. Does it involve outside help?
3. Has it worked before?

If not, could it with a different

approach?
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4. Are we all behind the idea?

5. Can we accomplish our goals?
Once a fundraiser has been chosen, you may want to use the progress
chart in this section to help you organize.

It is a step by step approach to

selling a tangible item, but can be helpful in planning your car wash, dance,
etc.

Money

MaoaKeweot- -

Money problems due to lack of proper record keeping and/or
supervision of the fund raiser are not pleasant for anyone involved in the
sale.

Avoid these problems by following these guidelines:
1. Work closely with the school bookkeeper.

2. Make sure she knows the dates of the sale and the sales
procedures to be used.
3. Set up a journal system for daily records of deposits and
payments.

Audit the journal periodically with the book-

keeper.
4. Students should turn all monies in to the school bookkeeper
and then show the advisor the receipt for record keeping
purposes.

5. Deposit money DAILY.

Use the proper methods explained

in the Accounting section.

Advisors should audit and initial

each deposit.
6. Assign ONE student to maintain ALL REVENUE records for
the sale.
7. Assign ONE student too maintain ALL SALES records (which
student has what) of each salesperson.
8. If several fund raisers are conducted during the school
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year, students should be rotated on the above duties as
much as possible.

Limitations-It is the policy of Kentridge High School that sale of goods and/or
services conducted by students under the auspices of the school be on a
voluntary basis, only be free of coercion for students, and/or parents to sell or
buy the items offered.

Parental

Permission- -

Advisors may wish to obtain parental permission before assigning goods
to students to sell.

A form letter which explains student liability and which

allows parents to approve (or not) their childrens' participation is included in
this section.
IMPORT ANT

NOTE:

product distribution and return.

Devise a system in which students sign upon
This will avoid any question about whether

or not a student is responsible for merchandise after the sale ends.

Restrictions

and

Pitfalls- -

Occasionally, a fund raiser may be a "little out of the ordinary" and
require additional research before the club begins.

Usually, personnel in the

Activities office can help the advisorwith questions,

LEGAL:

Fund raisers must meet fire, health and licensing

regulations.

TAXES:

Non-profit groups may be exempt from income taxes,

but liable for sales taxes, amusement taxes, or other
levies on their proceeds.
INSURANCE:

Special liability insurance may be called for in the

event that property/people could be endangered by
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the fund raising activities.
CONTRACTS:

All contracts with sales representatives should

be handled by the Activities Coordinator.
THEFT:

It can be a problem in any fund raiser.

and money in locked areas.

Keep goods

Have students tum in

money daily so that large amounts of cash do not
accumulate.

Don't allow large groups of students to

take cash boxes out of supervised areas.

Wrappim: Up tbe Sa Jes- Occasionally club fund raisers tend to drag on and on and this is a
situation which will create problems for the advisor and the club and the
Activities

Coordinator.

Set a deadline and stick to it.

If students have failed to return their

items and/or money, the advisor may (by law) place them on the school's fines
list and they will be held accountable for the items/money before they can
receive their grades, diplomas or have records transferred to other schools if
they

withdraw.
When the sales deadline arrives, complete the sales recap form and turn

it in to the office with a list of those students who have not fulfilled their sales
obligations.
Make an inventory list and return merchandise to the vendor or store it in a
locked area for future sales.

An inventory list should also be filed with the

sales records in the office
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FUND RAISER PROGRESS CHART

STEP 1
Obtain approval (see Activities Coordinator)
Select

chairpeople

Establish committees
Record assignments, the jobs, and deadlines
STEP2
Plan purchasing and have necessary forms approved
Plan and assign record keeping duties
Make arrangements for tickets if they are to be used
STEP3
Begin publicity (see section on ASB Activities and Events)
STEP4
Obtain parental perm1ss10n if appropriate (see Parental
Permission in this section).
STEPS
Distribute materials to workers
Keep accurate inventory; who has what, how many, how much
STEP6
Conduct sales
Get progress reports from chairpeople
Adjust supplies among workers
Tum in money and post financial information daily
STEP?
Retrieve unsold supplies from workers
Thank you letters where applicable
Complete fund raising sales report* and tum it in, with copies
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of all the sales records, to the Accounting Office.
Evaluate and make notes for next time
*Fund Raising Sales report form is included in this section.
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Date ____________
Dear Parent:
The

at Kentridge Senior High School has decided to

sell

as a fund raiser to item support activities.

Certain guidelines are necessary and I ask that

you read this carefully and

review it with you son or daughter before the sale begins.
1.

The student will have total responsibility for the product.
stolen, he/she must pay for that amount.

If it is lost or

2.

Merchandise should never be left in lockers or unattended in classroom.

3.

It is not necessary for a student to carry boxes of the product with him or
her during the entire day. It is suggested that he or she pick up the
product from me toward the end of school hours.

4.

It is suggested that the student carefully count all merchandise that is
checked

5.

Full credit will be given to the student for any unopened merchandise
returned to me.

6.

Either the merchandise checked out to your son/daughter, or the
appropriate amount of money, MUST be returned by the end of the sale.

Sincerely,

Club Advisor

*************************************************************
I have read the sale guidelines and agree to allow my son or daughter to
participate in the fund raiser.

Parent Signature

Student Signature
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date

SOME FUND RAISING IDEAS

pot luck dinner
class-faculty competition
basketball shoot
Polaroid pies of celebrities and you
a-thons (bowl, rock, think, etc)
garage sale
breakfast with Santa
stick horse baseball
newspaper drive
people power hours
hypnotist assembly
pocket calendar sale
celebrity basketball
raffle from donations
people scavenger hunt
leftover yearbook pies
booth at county fair
singing grams
Monte Carlo night
bonus activities books
faculty vs radio staff
newspaper staff vs student council
coffee cups
leg/arm contest
shave a faculty beard
bake sale
footwarmers
book sale
student talent show
dunk tank
concerts
pizza night
homecoming carnival
night time feature film
match game (dating game)
candy sale
dinner served to community clubs
Halloween greasepaint for little kids
drawings
basketball sweethearts
all-school barbeque
community products
recycling drive
beard growing contest
cartwheel contest
Christmas tree sale
stadium pillows
dances
penny vote king/queen
advertising in sports programs
helium balloons

sell flowers
dime-a-dip dinner
ethnic dinner
stuffed animals
button booth
personalized hats
hanger driver
teacher auction
hush day
battle of the bands
family portraits
birthday cake sale
corny carnival
haunted house
fashion show
lightbulb sale
friendly balloons
sponge throw
fun night
limo/driver raffle
coupon event book
Halloween sales
family night
sports night
stationery sale
wreath sale
scavenger hunt
softball game
donkey basketball
ugly legs contest
souvenir cups
flea market
candy gram
carnations
treasure hunt
antique show
school bus wash
karate demo
dance in quad
frisbee golf
fuzzy grams
frisbee contest
exercise contest
ice cream social
turkey sale
side walk sale
circus day
hat sale
spring fair
yearbook covers
marrying day
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friendship balloons
senior show
posters
swap meet
gong show
go to a game show
class t-shirts
board game day
bumper stickers
Santa's mailbox
frozen bananas
monograms
disco contest
spirit flags
silent movie day
babysitting

bring your own pillow concerts
drama in the round
mistletoe sale
commercial bus wash
hot chocolate sale
Bluegrass/square dance
kids game night
student directories
Hollywood shorties basketball game
movie day
yearbook graffiti
national day/culture day
customized stickers
greased pig catch
pro teams against varsity
bandaid concession
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KENTRIDGE SENIOR HIGH SCHOOL
FUNDRAISING SALES REPORT

Group/Sport:
Items Sold:
Date of Sale:
1.

Today's Date:
10
$ _ _ __

_ _ _ __ units purchased at
how many

_

amt of invoice
$ _ _ __ __

_ _ ___to be sold at _ __ __
number
unit price

expected income

3.

Estimated profit (line 2 less line 1

$ _ _ __

4.

Total receipts collected on deposit

$

5.

Total of all receipts outstanding: _ _ _ x_ __
units
price

$

6.

Total unable to collect:
(returned, damaged, stolen)

=$ _ _ _ __

7.

Total expected income
(add lines 4,5,6. Should equal line 2)

2.

_ _ _ x_ __
units
price

_

$ _ __

*************************************************************
total actual income (line 4)

$ _ _ __

less total cost (line 1)

$ _ _ __

*actual profit (line 4 less line 1)

$ _ _ _. _

*Out of state sales tax will be paid directly to Department of Revenue and
deducted from actual profit.
(date)

(Advisor/Coach)
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PURCHASING/ACCOUNTING

)
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PURCHASING

Clubs and activities cannot commit funds that they do not have.

It is

important to MAINTAIN A CASH BALANCE in accounts to cover any expenses a
club might incur.
138-050).

This includes the "purchasing" of fundraiser (see WAC 392-

Any cash balance remaining in a club's account will be carried over

in the fall.

Procedures;
Check with the Activities Coordinator before incurring any expenses:
1 - Obtain the proper form from the ASB cashier
a) "small purchase order", $250.00 or less (example III-A)
b) "large purchase order", $250.00 - 1,500.00 (ex III-B)
c) "general requisition", over $1,500.00 (example III-C) items
over $1,500.00 must go out on bid in order to stay in
compliance with the state bid law.

NOTE:

the exception to

this is fundraisers which can be handled with the large
purchase

order.

2 - Fill out the purchase order or requisition with pertinent information:
1) name and address of vendor
2) our address and the name of the advisor
3) description and price
4) account number
5) date required and purchase order date
(current

date)

6) how goods are to be shipped ("best way", UPS,
("will call", etc.)
3 - Advisor ahould sign and have one of the club's students signators sign.
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4 - Return ALL copies of the purchase order within 24 hours to the cashier.
He/She will obtain the remaining signatures.
this.

Note:

the cashier.

Allow a full school day for

if a club should decide not to use the purchase order, return it to
These purchase orders are numbered and the school is

accountable for all of them.
5 - When the original copy of the purchase order is returned,the advisor may
order the merchandise. NOT BEFORE.

The advisor can order by phone, in

person, or by mailing the original purchase order to the vendor.

Some

vendors require the purchase order in hand before merchandise can be
sent.

If orders are phoned in, it is imperative that the purchase order

number be given.
6 - When merchandise is received/obtained, return packing slip and invoice to
the cashier within 24 hours.

The invoice and packing slip should be

marked with the advisor's signature, date received, and in the case of an
invoice, "ok to pay".
7 - If a purchase order was over $500.00 the advisor will need to "sign off' on
the receiving copy of the purchase order in the cashier's office
-SMALL

PURCHASE

ORDERS - are paid by the cashier through

our ASB revolving fund or EXPENDITURE AUTHORIZATION FORM
(example III-D).
the cashier within

It is imperative that invoices be forwarded to
24 hours so that our vendors can be paid

promptly.
-LARGE

PURCHASE

ORDERS-are paid by the cashier through a

After the cashier has received the invoice from the advisor the
payment order form will beprepared.

After the appropriate signatures

have been obtained,the cashier will process and forward the form to the
accountingoffice for payment.

All payment orders must be approved by

48

the school board before payment can be made.
2nd and 4th Wednesday of every month.

The board meets on the

In order for payment orders to

be approved, they must first be puton the "board agenda".

In order for

this to occur, the payment orders must reach the accounting d
epartment"two Thursdays BEFORE the board meeting".

If the deadline is

not met, a 4 -6 week delay in paying an invoice can be expected.
-SIGNATURE FOLDER -- When the folder appears in your

mailbox it is important that all forms within, whether they be
purchase orders, payment orders, or expenditure authorization
forms, be signed by the advisor and one of the student signators and
returned to the cashier within 24 hours.
All of these aforementioned forms require 4 signatures:
1.

student

2.

advisor

3.

principal

4.

ASB

signator

or designee

bookkeeper/cashier

According to state law, it is important that students be

involved in the

planning of activities, purchasing, spending and budgetary process of their
club.
Their approval and signature must be obtained, along with the other
signatures BEFORE merchandise, fundraisers, etc. can be ordered, obtained, or
processed.
One of the reasons for a purchase order is to notify the accounting
department of an impending expenditure, so that they may encumber the
amount.

Therefore, planning is needed on the advisor's part so that this

notification reaches them long before the invoice or payment is needed.
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There are times when a check is needed and the purchase order process
is not necessary:
!)-payment for a dance band
2)-registration or entry fees for tournaments, conferences, or
competitions.
3)-payment for dues or membership
4)-admission for field trips
In these cases, notify the cashier as soon as possible and provide his/her with
the appropriate documentation.

A check will be "cut".

process.

50

Allow 3 days for this

ACCOUNTING
Because a club will receive money in different ways (fund raisers, dues,
on-day sales), accounting for a club's revenue will vary, but the methods used
must all have the same result - ACCOUNT ABILITY.
ASB funds are considered public funds by the state of Washington.
School records are audited yearly, and state examiners expect records of club
revenue and expenditures to be available for review.

Types

of

Accountim~--

RECEIPT

BOOKS:

directly to the cashier)
club's use.

(To be used only when payment can't be made

The activities office has individual receipt books for

They are numbered sequentially and have three copies of each

receipt.
Receipts should be filled in completely and signed by the advisor.

The

white copy is given to the payee, the pink copy is for club records, and the
yellow copy STA YS IN THE BOOK.

Under no circumstances are all three copies

to be removed from the book.
Should a club make an error in writing a receipt, void it in the
following manner:

Staple ALL three copies together in the book, print VOID

across the receipt, initial it, then write a new receipt.
Bring

club money for deposit, along with the receipt book, to the ASB

cashier's office in a timely manner.

Money

Han dJing--

Good money handling practices are essential within the school district.
These guidelines must be followed to insure proper safekeeping of all money
handled by the school district employees.
1.

All ASB money taken in should be counted as soon as possible,
receipted and deposited.
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2.

No large sums of money should be allowed to accumulate.

3.

Approximately $200.00 should be considered a "large sum"
whether checks or cash and must be deposited.

This may

mean daily deposits when large amounts are coming in
frequently.
4.

No money is to be left in safes or vaults over any weekend
with the exception of the ASB change fund.

(This means

that deposits must be made daily.

Sates Checkout Form-Sales checkout forms provide the advisor with a record of what student has
what, how much, and when and how much money is turned in.

These forms

should be used from the beginning to the end of a fundraiser.

Occasionally

vendors will provide similar forms.

Use them as long as they contain the same

information as the district form.
IMPORTANT

this form.

NOTE:

Students are required to initial any recording made on

For example, a student will initial when he/she checks out candy

and when candy-money is returned.

Ticket Sales Report-Ticket sales must be recorded.

This form makes the procedure simple.

The beginning ticket numbers will be recorded by the cashier when tickets
are assigned.

Check them before the sale begins.

Follow these euidelines to have a hassle-free ticket saJe;
1. Do not tear tickets off the rolls in advance of the sale.

Each

ticket should be tom from the roll at the time money is
accepted.
2. Tickets must be tom in half at the time the buyer receives
his goods, admittance, or whatever he has purchased .
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Half

the ticket is given to the holder and your half retained and
turned in with your cashbox.
3. Remember, tickets represent cash and any missing tickets will
be assumed to have been sold by the club.
When the sale is over, record the ending number on the form and
calculate the receipts in this way:
ending number.
calculated

Subtract the beginning number from the

Multiply the balance by the unit price.

This is the total

receipts.

Cash Boxes and Tickets-A cash box and tickets for the fund raisers may be picked up from the

ASB cashier.

They should be returned to the ASB cashier at the end of each

sales day for safekeeping.
If a club is having special tickets printed, they must number them

sequentially and bring them to the Activities Office so they may be recorded
on the ticket forms.

Security-Impress upon the students appointed to handle the cash/ticket box that
it must be supervised at all times.

Cash boxes left unattended have been known

to disappear.

Personal

Checks--

A club may accept personal checks for payment of fees, dues, fund
raiser items, etc.

Make certain that the checks are dated, signed, and made out

to the club, ie., KR High School DECA.
checks to be cashed using club funds.

Under no circumstances, are personal
Checks may be accepted for the exact

amount of the sale only.
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Beturoea

Persona)

Checks--

The Kent School District approves the acceptance of personal checks.
However, the district is prohibited by law from extending credit and should not
incur costs due to acceptance of personal checks.
In the event that a club should receive a check which is returned by
the bank as non-negotiable, the district business office will make an
aggressive effort to collect payment for the check, including any bank fees
incurred due to the return of the check.

Any uncollectable monies will be

CHARGED BACK TO THE CLUB'S ACCOUNT.
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KENTRIDGE SENIOR HIGH SCHOOL
TICKET SALES REPORT

EVENT_ _ _ _ _ _~DATE

Student

Tickets

1.

Beginning ticket number on roll when returned:

2.

Beginning ticket number on roll when issued

3.

Tickets sold (line 1 less line 2):

4.

Tickets sold (line 3) x unit cost $ _ _ __

$ _ _ _ __ _

Adult Tickets
5.

Beginning ticket number on roll when returned:

6.

Beginning ticket number on roll when issued

7.

Tickets sold (line 5 less line 6):

8.

Ticket sold (line 7) x unit cost $ _ _ __

$ _ _ _ __

Reconciliation
9.

Calculated Student Receipts (line 4):

$ _ _ __

10

Calculated Adult Receipts (line 8)

+ _ _ _ __

11

Total calculated receipts (line 9 + line 10)

$, _ _ _ __

12

Total monies in cash box

$ _ _ _ __

13

Starting

14

Total receipts collected (line 12 less line 13)

15.

Total calculated receipts (line 11)

16

Cash over/short (line 14 less line 15)

$_ _

17

Amount to be deposited:

$ _ __

18

Ticket Sales (line 17)

$ _ _ _ __

19

Starting

+ _ _ _ __

20.

Amount returned to cashier (lines 18 + 19)

cash

cash:
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$

$ _ _ _ __

EVALUATION
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Evaluation--

No organization or activity can operate effectively without conducting
some type of evaluation.

It is very easy to get caught up in the activity and put

off or slight this phase of a successful activities program.

We constantly need

to evaluate what we are doing and to provide feedback to the organization and
its members so that objective decisions can be made.

Too often we blindly

continue doing things the same way, assuming we are effective.

The progress

of the organization is measured by the changes and growth that have taken
place in the action, skill, and knowledge of members in relationship to goals
and objectives.

Evaluation is a continuous process occurring before, during,

and after meetings and activities.

It is particularly essential and beneficial at

the beginning and end of an activity and the beginning and end of a school
year.
Evaluating the activities program is an important part of the planning
process.

We may think of an evaluation as simply pointing to the success or

failure of a particular activity.

But if it's conducted properly, an evaluation

can do much more than answer "what happened?"

It can also answer the

question why, how, and when.
Activities coordinators can not operate effectively without conducting
some type of evaluation.

Too often, groups continue to do things the same way

assuming that they are effective when just the opposite may be true.
When doing an evaluation of the students activities program, look at the
following items for guidance:
What should be evaluated?
Who should evaluate?
When should the evaluation take place?
What is the purpose of the evaluation?
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What does the club want to evaluate?
What will the club gain from an evaluation?
Evaluations can help the student activities program in a variety of ways.
They help with future planning and goal setting.

In addition, the data

collected can be used in public relation campaigns, recognizing worthwhile
programs, and determining the growth of your activities program.

Successful

activities coordinators make use of this important tool whenever possible.
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ACTIVITY EVALUATION FORM
Event
Date
Sponsored by

- - - - -- -- - - - Today's Date

1.

Overall goal--

2.

Specific

3.

Which

objectives-objectives--

Comments:
Was the goal reached? _ __
4.

Organization--

a.
b.
c.
d.
e.
f.

A group effort?
Leaders strong?
Planning adequate?
Publicity adequate?
Adequate faculty support?
What else?

5.

Student Reactions :

YES

a.
b.
c.
d.
6.

Behavior acceptable?
Attendance OK?
Feedback from students:
Other evaluations (newspapers,

YES
Good
Good
etc)

m
Fair
Fair

Poor
Poor

What were the main reasons for the success of the event?

7.
What were the main reasons for lack of success or problems with the
event?
8.
List specific items (such as food, band, decorations, program, etc) that
need evaluation
Indicate satisfactory or not satisfactory.
Comments:

9.

10.

Financial summary :
a.
Expenses
b.
Income:
_ _ _ _ _ (explain loss)
c.
Profit
or loss
Do you recommend that this event be repeated? _ _ YES __ NO
With what improvements?
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GROUP EVALUATION SHEET
A. Evaluate your group on the following scales by rating each item from 1-7
(7 being ideal)

LISTENING
1. People talked past each
others
other, little genuine attempts
to understand others

Careful listening to
views.

(1 ) _____________ (7)

OPENNESS
2. Discussion was polite
cautious, views held little
convictio n
(1)

Ideas expressed with
candor, differences
threshed out.
·~~~~~<7)

TASK-ORIENTATION
3. Discussion was disorganized
and rambled from point-topoin t.

Discussion stayed on track
to get task accomplished
_ _ (7)

(1)

PARTICIPATION
4. Discussion was dominated
by a few.members contributed

Lively interplay,

many

(1 )__ ___ _ _ _ _ _ __ (7)

ATMOSPHERE
5. The atmosphere of the meeting

The

was
was tense, strained, somewhat
challenging,
unpleasant, flat

atmosphere

satisfying,
stimulating
(7 )

MUTUAL SUPPORT
Genuine concern for
each other

6. Every person out for
herself/himself

(7)
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CHEERLEADERS
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CHEERLEADERS
QUALIFICATION AND SELECTION

Criteria

for

Selection

of

Cheerleaders

Some of the criteria commonly established for use in the selection of
cheerleaders

are:

1. Attendance:

the candidate should have excellent attendance

habits since good attendance both at school and at the events
is

mandatory.

2. Academic Standing:

The student should maintain above

average standing (2.5 gpa or better is mandatory) since study
time will be diminished if the student becomes a cheerleader.
3. Health and Physical Stamina:

Cheerleading at the modern

high school, with the increased sports program, requires
excellent health to meet the demands of the pressures and
strains that the program imposes on active cheerleaders.
4. Physical Coordination:
5. Attitude:

Very important

The candidate should have a positive, enthusiastic

attitude, being able to cooperate at all times with the school
adminstration, the athletic teams and coaches, the student
body and fellow cheerleaders.

There is no room for selfish,

petty power struggles and glorious ego trips.
6. Confidence, Poise and Leadership:
personality traits

Look for these and related

for effective cheerleading.

Methods for Selection of Cheerleaders
The selection of cheerleaders can become a very emotional experience
for the students trying out for the position.
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Good planning and a sound

procedure approved by the Activities Coordinator can do much to keep
everything

under

control.

A common procedure followed in the selection of cheerleaders is to have
the student body vote on the candidates after a specified routine for tryouts
has been completed.

This method, while perhaps must democratic, is subject to

a major flaw, which is that the popular vote may not always ensure that the
best candidates are selected.

Many schools are working our other procedures.

One of these is to have the final choice made by a selection panel, taking
into consideration results of the popularity vote if one has been held, but
adding or subtracting certain other criteria, agreed upon by the panel.
Another possibility is to have the panel screen candidates who then
perform before the student body for final choice by the group.

Since most

school carry eight or nine cheerleaders, ten or twelve candidates might be
recommended by the panel and placed on the roster to appear in the final
trials.
Composition of such a selection panel is left to the discretion of the Activities
Coordinator.

Any number can serve as long as there is a broad representation

of total program.
1. An

Membership might be made up of various of the following:

administrator

2. The Activities Coordinator
3. The Athletic Director
4. A member from the counseling and guidance staff.

5. Class president (or other officer) from each class
6. A member from each of the team sports
7. A coach representing team sports.
8. A representative from the Rally Board and other clubs
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Because of the increasing demands on the services of the cheerleaders
today, KR will select 14 cheerleaders so that in season where sports overlap,
the responsibilities may be spread out, thus lightening the pressure on any
one

individual.

Supervisor

of

cheerleaders--<Duties

and

Responsihiljtjesl

In the activities program today, cheerleaders play an important part in
building morale and maintaining an exuberant school spirit.

If an

administrator has a choice, the person selected to serve as supervisor of
cheerleaders should be a faculty member, young in spirit, who has the energy
and stamina needed and can afford the time required by the very demanding
program.

The position of cheerleader supervisor is a very demanding one in

terms of time, enthusiasm and dedication and should be reimbursed at the same
level as are other extra-duty, supervisory positions.

Major Duties and Responsibiljtjes of the CheerJeading Supervisor;
1. Organize the cheerleaders into a well-defined, smoothworking, cognizant group of students.
2. Orient and educate parents to understand and assist with
the activities along with students and to realize the degree of
cooperation necessary

throughout the year-long calendar of

activities.,
3. Formulate the structure for enforcement of standards of
conduct and rules of school, student body and athletic department as they apply.
4. Facilitate the selection of uniforms and supervise the
arrangements

for

financing

them.

5. Conduct weekly meeting during each season to calendar
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appearances and plan programs and to make sure that all
assigned responsibilities are carried out.
6. Give final approval on material to be used in skits and
presentations to ensure appropriate tone.
7. Attend all the events at which cheerleaders are performing
or provide an adequate and responsible substitute.
8. Assure adequate transportation and trip supervision for away
contests.
9. Explain in detail the responsibilities that cheerleaders will be
expected to assume and assure that each individual understands
the personal commitment that is entailed.
10. Establish check list for home game appearances:
--arrival time set; be there on time!
--proper dress; rain gear if necessary
--necessary gear;

megaphones; program aids

--meeting with visiting cheerleaders before the start:
procedures

usually

explained:

--placement of rooting section
--pre-game

activities

--introduction of players procedures
--National Anthem and/or Pledge of Allegiance
--half-time
--hospitality

activities
breaks

--post-game activities - Alma Mater
work out division of yell time and courtesy standard so that
each school may cheer without undue interference from the
other.
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KENTRIDGE CHEER CONSTITUTION
1. To be eligible to try out, the candidate must complete all tryout
procedures correctly and on time.

2. You must have a 2.5 GPA for the last semester if you want to tryout for
cheer. This grade point must be maintained throughout the two sport
seasons. Failure to do so will result in suspension from the squad.
3. Any boy or girl who wants to try out for cheer must have
demonstrated successful participation in a Kentridge activity.
A form
must be filled out and signed by the advisor or coach of the sport or club
that you were involved in. (ie. clubs, sports)
** In addition, each student will be required to participate in a
fundraiser that is selected by the advisor during the tryout period.
Everyone will need to sell at least 3 items.
Show me that you are willing to go that extra step to help out the cheer
squad.
(REQUIREMENTS 4 - 9 APPLY TO THE FIRST TRYOUT ONLY)
NOTE: NO CANDIDATE MAY RECEIVE ADDITIONAL HELP FROM A SENIOR
CHEERLEADER AFTER THE SCHEDULED (2:45-3:30) REHEARSAL TIME. THIS
WILL RESULT IN DISQUALIFICATION OF THE CANDIDATE.
THIS APPLIES TO BOTH THE FIRST AND SECOND TRYOUTS.
4. Each candidate will tryout in front of a selected committee which will
include school administrators, cheer advisor, faculty/staff members, a
small group of selected students, and senior/retiring cheerleaders (that
are in good standing). Each candidate will tryout in front the committee
by doing (1) a selected cheer/chant taught by the senior/retiring
cheerleaders, (2) an impromptu cheer taught by a senior/retiring
cheerleader, (3) jumps and/or stunts.

5. In addition, each candidate will be interviewed by a panel consisting
of the cheer advisor and school administrator(s).
6. Each candidate will be required to distribute ten (10) teacher
evaluation forms that the teachers will return to the cheer advisor
before the tryouts begin. (Due date will be announced) At least five of
these forms must be filled out by teachers that you have this semester.
7.
Candidates will earn points through the various required activities
outlined above. Teacher evaluation points are worth 60%; try-outs are
worth 25%; interview is worth 15%. If there is a tie, the total from the
(The highest
teacher evaluation forms will determine the winner.
score wins)
8. After the totals have been tallied by the cheer advisor and another
faculty member, the top twenty candidates will be announced the same
afternoon as the first tryout.
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9. The top twenty candidates will be required to go through a second
tryout process.
(REQUIREMENTS 10-12 APPLY TO THE CANDIDATE WHO MAKES THE FIRST
CUT)

10. Each finalist will be required to do one cheer that the candidate has
made up by herself/himself.
11. The second tryout will be judged by a committee made up of
administrators, cheer advisor, faculty/staff, selected students, senior
cheerleaders, and parents.
12. The final selection will be made by a secret-ballot. Votes will be
tallied by the cheer advisor and another faculty member. All
participants will be called that evening and informed of the results.
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KENTRIDGE CHEER CODE
As a Kentridge Cheerleader/Yell Leader, you are a representative
of the Kentridge student body. The following are responsibilities that
you will be required to fulfill.
1. Cheer is your first and foremost obligation. All other act1v1t1es are
second to cheer. Your job responsibilities should not affect a
cheerleader's performance even on weekends.
You will know your
cheer schedule approximately a week in advance, so you will need to
arrange your extra obligations (ie. work, appointments, dates, etc)
around your cheer obligations. Keep in mind that there are times when
there is a last minute change/addition. You need to be flexible.
2. If you are going to miss ANY cheer activity, you must tell Miss Kapp
personally so you can make up the time. A parent or teacher note is
required depending upon the absence.
3. Participation
You will find
you very busy.
particular time
nights a week

in another sport is not recommended but not forbidden .
that your cheer responsibilities and homework will keep
This applies especially to the Winter Sport Season. This
is very demanding and you may be cheering up to five
(especially if we make the play-offs).

4.
Vacations during cheer season (selected weeks during summer
vacation, fall, and winter) are discouraged. If it
is a necessity, a note from home is required, and TWO weeks prior notice
must be given. If it is a family emergency (death, illness), please notify
Miss Kapp as soon as possible.
5. All assigned games must be attended. Be at all games at least 30
minutes before the game is scheduled to begin.
You must be on the
sidelines at this time ready for direction. You need to check in with
your adult supervisor. No one is to leave early unless you have made
prior arrangements with Miss Kapp. You must do this no later than the
morning of the game. A parent note is required in order to be excused
and the time must still be made up.
6. All scheduled practices must be attended. You must be on time at our
meeting area (commons, cafeteria, or classroom).
Practices will usually
run from 2:45 - 3:30 on Mondays only and during my prep period which
will be determined when my class schedule is set up. You need to be
there for the entire time, or you must have a legitimate excuse (ie.
physical injury, illness, death in family).
Work schedules,
appointments (doctors, etc), dates are not considered legitimate. A
parent note is required and the time must be made up.
7. If you are ill and unable to attend a scheduled game, you many not
attend any other school-sponsored event that is the same day. A parent
note is required and the time must be made up.
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8. Games/activity assignments will be made every two weeks. No
changes will be made unless there· is an emergency.
(work, dr/hair
appointments, dates are not considered an emergency).
9. Three unexcused tardies to ANY cheer activity (practice, game,
meeting) will result in disciplinary action.

10. If the cheer advisor is unable to attend any cheer activity, a parent
or another faculty member will supervise the squad, and the cheer
captain will help with instruction/direction on the sidelines.
If the
squad is split up because of conflicting events that require coverage, a
game manager will be placed in charge of the half that is without the
captain. That student will also work with an adult supervisor during the
game. Roll will be taken by the adult supervisor, so you'll need to check
in.
11. Since cheer is an athletic-sponsored sport, all Kent School District
Athletic Code Guidelines, as outlined in the KSD Student Athletic
Handbook, must be followed. Any violation will result in athletic
discipline which will result in parental conference, probation,
suspension, and/or removal from squad.
12.

You must buy an ASB card.

13. All activites and uniform selections must be cleared through a
consensus of the squad, parent, and advisor. A date will be set where
several vendors will come in to show you their uniforms. Your
uniforms will be chosen at that time. Parents will be invited to attend
this meeting.
14. You will need to sign up for a study hall during first semester. The
period will be chosen by Miss Kapp. During this hour, you will be
working on cheer activities, practicing and planning events.
This is
NOT to be considered a study hall per se. We will be assigned a classroom
and this is where you will meet everyday ON TIME. You will need to
have shorts or sweats to wear so you can work and practice daily. This
study hall is during my prep. period, so you must understand that I will
not be in the room every second. When I am not present, the cheer
captain is IN CHARGE. I will provide you with a lesson plan that must be
followed during that period.
15. No grooming will be allowed on the side lines. That means no
lipstick applications, brushing hair, lotion applications, etc. will be
permissible. You need to take care of all bathroom responsibilities
BEFORE your twenty-minute arrival time.
16. Uniforms must be worn on each school day when a team is playing a
home or away game. This will mean the uniform will be worn several
days a week. You must wear the correct cheer shoes (no sandles,
thongs, or street shoes), with the uniform that is assigned for that day
whether it be your sweats or sweater and skirt.
17.

All uniforms must be neat, pressed, and clean at all times.
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18. You will be expected to purchase a fall and winter uniform, sweats,
shoes, socks, pompons, gloves. Letterman's jackets are optional. No
other purchase will be made during the year.
19. Proper uniform (ie: shoes, socks, sizzlers, gloves, pompons, uniform,
megaphone) must be worn on assigned days. Boxes (football), pompons
and gloves will be brought to every cheering sport. Failure to do so will
result in being benched from the game.
20. On cold days you may where white tights or white stretch pants with
your skirts to school only. These must be clean, neat and without holes.
21. In April there will be a leadership conference held on the 27th
from 6-9 pm and the 28th from 9-12. This will be
at KR. Cheer camp will be held at Central Washington University. The
date will be announced. Summer practices will also be determined at a
later date. Each activity are mandatory.
22. Since the South Puget Sound League encompasses such a large area,
at least ONE adult driver will be necessary when travelling further than
the Auburn area. We will meet at the KR parking lot and carpool to the
game site. If the game is outside of the SPSL, ALL cars must have adult
drivers.
23. Fall Responsibilities -- Football games will be covered by the entire
squad. Volleyball and girls' swimming will be handled a little
differently. You will be divided into two/three groups and each group
will take turns covering that week's game. You will be assigned a group
at the beginning of the season.
Winter Responsibilities--You will be covering Boys' Basketball, Girls'
Basketball.gymnastics, boys' swimming and wrestling.
Coverage will be
determined according to the game rank given by the coaches. You will
be given your group assignments at the beginning of the season.
(Group assignments will be determined by your advisor.)
24. Throughout the year you will be planning the pep assemblies,
helping other clubs prepare/decorate for dances, small fund raisers,
organizing the Homecoming game festivities, and attending
competitions and workshops.
Remember--your main responsibility will
be to cheer and support Kentridge.
25. High standards and good conduct must be exemplified at all times.
Disrespectful behavior will result in disciplinary action.
26. The cheer advisor will have the authority to suspend or drop
permanently any squad member for the following reasons:
a. undesirable conduct, language, or behavior
b. uncooperative attitude with the advisor, captain or
other squad members.
c. excess absenteeism from school or assigned cheer
duties.
d. any breach of school rules and policies.
e. violation of cheer rules and regulations.
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27. We must preapprove any "food gifts" or signs made for the teams
with the Rally Board.
"'*Failure to maintain any of the above responsibilities or duties may
result in suspension and probabation or total loss of your position as a
Kentridge cheer/yell leader.

*** All

Cheerleaders must provide their own transportation.

71

1990-1991 CHEER CONTRACT

I have read and understand the Kentridge Cheer Code. I realize that
cheer will be very demanding, and, if I am chosen to be a KR cheer/yell
leader, I will be willing to put forth all of my efforts to make this a
successful season.
applicant's signature
date

I/We have read the KR Cheer Code and understand that cheer will
take up a lot of my son/daughter's time. I support their decision.

parent(s) signature
date
Mom's telephone number (day)
Dad's telephone number (day)
Home telephone number
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CHEERLEADJNG TRYOUTS
NAME _ _ _______ _ _ __ __ _ _ _ __ _
(0)

(1)

unacceptable acceptable

(2)

(3)

excellent

superior

enthusiasm
pro iections- -voice
straight

arms

originality
coordination
appearance- -smile
leadership
eye contact
showmanship
JUMPS

Ii ghtness

height
coordination
appearance
IMPROMPTU

coordination
precision
memory
total points
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INTERVIEW QUESTIONS

1 2 3 4 5 (1). Tell us a little bit about yourself.

1 2 3 4 5 (2)What do you think you have to offer the
cheer squad?

1 2 3 4 5 (3)What do you think the role of a
cheer/yell leader is?

1 2 3 4 5 (4) This is the largest cheer
has ever had. Along with
a variety of personalities.
you going to do to try and
squad successful.

squad KR
that come
What are
make the

1 2 3 4 5 (5) When decisions are made in the
squad that are supposedly confidential,
who would you go and tell anyway?

1 2 3 4 5 (6).

Situation: It is the biggest game of
the season and the referees seem to be
calling everything against the
Chargers.
The crowd starts chanting
something extremely negative and
offensive. What would you do? Be
specific. What would you say to the
referee?
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TEACHER EVALUATION
CONFIDENTIAL
DIRECTIONS: You must give this evaluation to the teachers you have this
semester. If you have not had ten teachers at Kentridge, you may also
give some to junior high teachers, couselors, or employers (not
family/friends).
is trying out for cheer. Please rate
him/her using the following scale (1 = poor;
2 = fair; 3 = average; 4 = good; 5 = excellent) on the characteristics listed
below. This will help me in my selection of responsible, reliable, and
conscientious cheer/yell leaders.

PUNCTUALITY

0

1

2

3

excellent
4
5

DEPENDABILITY

0

1

2

3

4

5

ATTITUDE

0

1

2

3

4

5

ENTHUSIASM

0

1

2

3

4

5

COOPERATION

0

1

2

3

4

5

LEADERSHIP

0

1

2

3

4

5

RF.SPONSIBILITY

0

I

2

3

4

5

CONGENIALITY

0

1

2

3

4

5

ACADEMIC EFFORT

0

1

2

3

4

5

poor

CONSIDERATION WITH ADULTS

0

1

2

3

4

5

CONSIDERATION WITH STUDENTS

0

1

2

3

4

5

FEEL FREE TO WRITE ANY COM?vlENTS BELOW. ALL CO:MMENTS WILL
REMAIN CONFIDENTIAL. PLEASE RETURN TO ME BY MAY 26, 1989
(FRIDAY). IT IS IMPORTANT THAT I RECEIVE THEM NO LATER THAN
3:00PM. IF YOU ARE OUT OF THE BUILDING, PLEASE MAIL THEM TO
KENTRIDGE OR SEND THEM IN A SEALED ENVELOPE WITH THE STUDENT.

THANKS,
LYDIA KAPP
CHEER ADVISOR

SIGNATURE, HOW DO YOU KNOW STUDENT?
PHONE
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CHEER GOAL

A cheer/yell leader must be willing to put forth 110% of her/his
effort to cheer responsibilities/duties during their entire time in their
leadership role.

He/she must display leadership characteristics, be

dedicated and commited, have a positive attitude, express enthusiasm, be
open to change and be willing to exchange ideas.
realizes their position takes time and work.
enthusiastic

crowd!!
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A cheer/yell leader

Their reward is an

DRILL TEAM
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KENTRIDGE HIGH SCHOOL--DUTIES AND RESPONSIBILITIES
OF DRILL TEAM ADVISOR
A.

REPORTS TO:

B.

SUPERVISES:

C

BASIC FUNCTION:

D.

PRIMARY RESPONSIBILITIES:

Activities Coordinator
Students in Program
To carry out the aims of the Drill Team
performing group supportive of the
activities program.

1.

Provide for a year-round (3 season) performance program.

2.

See that building regulations are observed in carrying out
aims and objectives.

3.

Emphasize the need for safety precautions in carrying on
program activities.

4.

See that uniforms are properly distributed, used and inventoried.

5.

Understand and implement "Athletic Standards" as outlined in
Advisor's Department Manual where applicable.

6.

Conduct self and program in ethical manner.

7.

Publicize program to stimulate and maintain interest.

8.

Formulate goal for coming year.

9.

Keep abreast of new knowledge and innovative ideas and
techniques
by attendance at clinics, workshops, etc.

10.

Assume responsibilities for proper registration of all participants .

11.

Organize and schedule practice sessions on a regular basis with
the idea of developing the team's individual greatest potentials.

12.

Apply discipline in a firm and positive manner as outlined in the
Advisor's Handbook.

13.

Maintain records of team accomplishments.

14.

Schedule all performances through the Activities Coordinator.
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KENTRIDGE HIGH SCHOOL CHATELAINES
REGULATIONS AND CONTRACT AGREEMENT

When a girl is elected to become a member of the Chatelaine Drill Team,
she and her parents need to be aware of the following information and be
willing to accept the following requirements:

GOAL
To continue to adhere to the high standards of quality established by previous
teams!

She must be willing to put forth 110% effort at all times and follow the

instructions of the officers and advisor.

She must abide by all regulations, be

prompt, and be willing to devote time and energy to the drill team.

She must

have a dedication to the group and must take pride in what she and ,\he team
achieve.

LETTER REQUIREMENTS
To earn a Kentridge High School letter, a Chatelaine must:
1.

Complete a Kent School District Athletic Registration Form.
This includes a medical examination from her doctor.

2.

Read and sign the Student Athletic Handbook.

3.

Maintain a 2.0 grade point average.
a 2.5 grade point average.

4.

Perform in 3/4 of all scheduled performances during the
school year including State Competition.

5.

Purchase an ASB card and support the school in all ways.

6.

Support all sports at school and is encouraged to attend games
other than those at which the Chatelaines perform.

Officers must maintain

ATTENDANCE
1.
Summer camp prior to the beginning of the new school year is
mandatory:
to
No absences are allowed. A member may
not have conflicting work or vacation plans during this time.
Practice times
are Monday through Friday from 8 am to 5 pm. Missing one of these practices
will result in the member being on reserve for the first fall performance.
Missing two of these practices will be at the advisor's discretion.
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2.
Attendance at all practices, competitions, football games, basketball
games, and any other performances is required.
A member will be required to
stay during the ENTIRE game at which she has performed. The only excused
absences will be for: A death in the family; a school related activity; religious
instruction; personal illness.
3.
the

All absences must be accompanied by a note from the parent the day after
absence.

4.
Absences due to school activities are excused if cleared well in advance
with the advisor. If the advisor is not notified of this absence prior to the
activity, it will be considered an unexcused absence.
5.
If any unexcused absences occur, the Chatelain will not perform at the
following performance.
6.

Work and vacation is considered an unexcused absence.

7.
Attendance at ALL team activities, parties, etc .. is mandatory. If a
Chatelaine misses one of these, it is considered an unexcused absence.
8.
Each officer will have a line consisting of 10 girls. All line members will
be required to attend one line practice that the officer schedules before each
performance.
Attendance will be taken.
If she cannot attend her own line
practice, she will have to attend another line's practice.
9.
Each member will try out for each performance. If a Chatelaine misses
practice after passing tryouts for a performance, she may perform only at the
discretion of the advisor. If she misses two practices before a performance or
the day of tryouts, she will not perform that performance.
10. Any three or more unexcused absences will be cause for discipline,
suspension, and or dismissal. Two tardies or more per week equals one
unexcused absence. A tardy is defined at 1-15 minutes late. A tardy over 15
minutes late becomes an unexcused absence.

REQUIREMENTS
1.
A Chatelaine must achieve a 2.0 gpa at the time of tryouts and maintain
this throughout the year. An officer must maintain a 2.5 gpa. At the end of
the quarter, each girl must bring her report card to the advisor for approval.
2.
If a Chatelain's grade falls below a 2.0 gpa during the school year, she will
be placed on probation during the first five weeks of the succeeding quarter,
and she will be ineligible to participate in practices or perform during this
time. If, at the end of the probation period, the student has brought up her
grade to a 2.0 gpa, she may then be reinstated for practices and performances.
If her grades do not reach a 2.0 gpa at the end of her probation period, she will
be asked to resign.
3.
When a Chatelaine is on probation, she will not be permitted to
participate in practices or any other drill related activity, nor is she to wear
any part of the drill team uniform.
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4.
The following acts by a Chatelaine, on or off school promises during the
time the Chatelaine is a member of the team, shall constitute sufficient cause
for discipline, suspension, or expulsion: Use of, sale of, or possession of drugs
or alcoholic beverages; insubordination to advisors, captain, or any other
officer.
5.
Without exception, a Chatelaine must pass tryout; for each performance
routine. She must also pass a kick check and split check. If a Chatelaine
misses the day of tryouts, she will not perform. There is no set number of girls
that perform each week.
6.
There will be fundraising projects during the year in which each
member is required to participate. The money is deposited into the boosterclub fund and is used for purchasing needed supplies.
7.
No member is allowed to have work schedule that conflicts with summer
drill camp, practices, and performances, nor may she leave early from a
practice due to work.
8.
Returning members are automatically on the team for the next year
unless the advisor deems it necessary to try out
9.
A member must adhere to all regulations listed m this contract or she will
be placed on reserve or asked to resign.

PERSONAL GROOMING
1.

All member will wear proper field make-up for all performances.

2.
No jewelry may be worn for performances.
may be worn during practices.

Only studded earrings

3.
There will be no eating or gum chewing in performance uniforms or
during practices.
4.
In their daily conduct, Chatelaines are expected to dress and behave
responsibly.

UNIFORMS
1.
All items must be kept dry cleaned, cleaned, pressed, and in good
condition at all times. They must be returned in the same condition as
received. If uniforms are not returned in said condition, report cards will be
withheld and a member will not be allowed to register for the following year.
Also, members will be charged for the replacement or repair of an item.
2.
Performance uniforms are to be worn only for performances.
Friday
uniforms shall be worn on days that are stated by the advisor. Disciplinary
action will follow if their requirement is not met. Uniforms are to be worn
throughout the entire game. A designated team uniform is to be worn when
attending but not performing at games.
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3.

All belongings are to be clearly marked with the member's last name.

4.
Practice Uniform will consist of leotard, tights, and skate skirt.
Reasonable shoes must be worn such as keds, jazz shoes, reboks, etc.

AWARDS
1.
A Chatelaine of the Week award will be presented to the most outstanding
Chatelaine of that week. Officers are not eligible.

2.
There will be awards given at t he end of Summer Camp and year's
Banquet.

end

OFFICERS
1.

An officer must maintain a 2.5 GPA.

2.
An officer must attend one extra summer camp other than the Chatelaine
drill camp. There will be fundraising provided to help pay for this extra camp.
3.

Officers must schedule one line practice before each performance.

4.
There will be Advisor/Officer meetings throughout the year at which
attendance is mandatory.

5.

An officer must be willing to put forth 125% effort at all times.

6.

A Captain must be s senior.

7.
An officer must abide by her rules and the team rules.
conduct applies to her as well as all other team members.

The same code of

MISCELLANEOUS
1.
In accordance with the Kent School District policy, all members must ride
to and from away performances together in a mode of transportation approved
by the advisor.
2.

If a member resigned, no money will be refunded.

3.
The Advisor and Parent Advisory Board shall be the final authority in the
interpretation
of this contract.

TENTATIVE PRACTICES, PERFORMANCES, AND OTHER EVENTS

Practices-Tuesday night
Thursday night
Saturday morning

6:00 - 8:00 pm
6:00 - 8:00 pm
9:00 am - 12:00 pm

-During a particular season, practices are subject to change to adapt
to the band's schedule or use of facilities.
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-There will be occasional Saturday practices from 9:00 am - 5:00 pm
when necessary.
-No practice will extend past 8:30 pm
-A practice and performance schedule will be given to each team
member one month in advance.

Performances

and

other

events--

SUMMER
Texas camp - June 18 -24 (optional)
Pacific Lutheran University Camp - August 3 - 6
$126 per girl (optional)
Kentridge Summer Camp - August 17 - 28
This camp is MANDATORY
FALL

Home Football Games
Returning Seniors at Homecoming Game
Assemblies
WINTER
Home Boys Basketball Games
Two or three Girls' Basketball Games
Drill Team Competitions around the r.ity
Assemblies
SPRING
Washington State Drill Team Conference
Sonics Game
Assemblies
Drill Team Banquet
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ESTIMATED EXPENDITURES
Summer Camp

$10.00

Uniform Overlay

$20.00

Friday Uniform (wear to school on performance
days)
$30.00
Performing Hat

$22.50

Black Leotard

$18.00

Tights

$ 6.00

White Pointed-toe Tennis Shoes

$15.00

Skate Skirt (optional)

$ 6.00

Sizzlers

$ 6.00

(trunks)

Leg Warmers

$ 6.00

Sweats

$25.00

Porn Pons

$13.00

Miscellaneous

$50.00

-Miscellaneous costs may include such things as team pictures,
white bobby socks, white gloves, hat cover, etc.
-Returning team members do not have to purchase any of these
items that they already have if they are in good condition and
approved by the Advisor.
-Team members will be billed for some of the supplies before the
of the school year.
-Every effort will be made to keep costs to a minimum.
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CHATELAINES CONTRACT

I

am willing to uphold all rules and

regulations stated in this contract.

I do understand that offending the rules,

will result in me be asked to resign.

(Girl's signature)

(Parent's signature)

Parent's

Name

Address

Phone

Grade for next year

Qualifications:

10

11

12

Dance classes, Junior High Cheer/Drill, etc.
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COMMUNICATIONS
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COMMUNICATIONS
DAILY BULLETIN -- Taken from the Kentridge staff handbook intact.

A

good opening document plus the form can be used to get an announcement in
the

bulletin.
The daily bulletin is considered a business bulletin and must be read to all first p

classes and posted in the classroom
Submit all notices to the Activities Coordinator no later than 12:30 pm of the day
preceding its bulletin appearance.

Notices should be short and to the point and relate

to school-sponsored activities or programs.
faculty sponsor.

All club/activity notices must be signed by

Single item notices are limited to three days.

The following is a copy of the form to be used for submitting items for the daily
These forms are available in the main office and in the activities office.

KENTRIDGE SENIOR HIGH SCHOOL

Daily

Bulletin

Club or Department :_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _
To printed:
Prepared by:

*************************************************************
Subject:

Date: ______________ Advisor/Administrator ____________________ _
BULLETIN ANNOUNCEMENTS MUST BE TURNED IN BY 12:30 OF THE PRECEDING
AFfERNOON.
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WEEKLY CALENDAR -- The Activities Coordinator will provide the Head

Secretary with the items that will affect staff and students for the up-coming
week.

The Head Secretary will then produce the document that will be

distributed to each staff member.

It is expected that a weekly calendar will be

displayed in every classroom and the various display boards around the school.
The following form is used to list items for the weekly calendar

KENTRIDGE SENIOR HIGH SCHOOL
Weekly Activities Bulletin

Week o f - -- - - -- - - -- - -- -

MONDAY

TUESDAY

WEDNESDAY
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THURSDAY

FRIDAY

SATURDAY

MONTHLY CALENDAR -- The Activities Coordinator will provide the Head Secretary

with the items that will affect the operation of Kentridge High School on a monthly
basis.

These items will be produced on a monthly calendar that is available to staff

and students.

The main purpose of this calendar is its use in the monthly principal's

newsletter that goes to each parent.
calendar.

(NOTE:

The following form is used for the monthly

This has been scaled down to only three days.

You should design a

form that includes Monday through Friday -- and possibly Saturday.)

Date

MONDAY

TUESDAY

WEDNESDAY

athletic events

athletic events

athletic events

Facilities Use

Facilities Use

Facilities Use

gym ___________ _

gym ____________ _

gym ___________ _

auditorium ___ _

auditorium ______ _

auditorium ______ _

Cafe_ __ _ __

cafe ________ _

cafe

music

music area ___ _

music

A-20 _____ _

A-20 _______

A-20 _____ ~--

Library _______ _

Library _________ _

Library _________ _

class rm _ _ __

class rm. _ _ __

class rm ______

Fund Raisers

Fundraisers

Fundrai sers

Field Trips

Field Trips

Field Trips

area _ _ _
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area _____

ANNUAL MASTER CALENDAR ·· The responsibility for the accuracy of the

master calendar belongs to the Activities Coordinator.

This calendar reflects any

and all activities which will take place at Kentridge High School during the year.
Staff and students are instructed to clear any and all activities through the
Activities Office.
embarrassment

Early placement on the master calendar will save potential

when

conflicts

arise.

The following is a form used by staff or students to add, drop or change an
activity on the calendar.

Also attached is a copy of the master calendar form used

at Kentridge High School.
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MASTER CALENDAR FORM

REQUIRED ONE WEEK BEFORE EVENT

A
D
D

Dept.
A.JJ::,_

WE REQUEST:
Date: _ _ _ _ ____.__ _ _ _ _ _....__ _ _ __
month
day
year
Time: from
(am/pm) to
(am/pm)

Open at

Place: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Sponsor (Responsible for Supervision):

Activity: _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ __

A/V Needs: _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ __
Equipment Needs: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Facility Use Approval:
(am/pm)

Close at

(am/pm)

Sponsor Signature_ _ _ _ _ _ _ _ _ __ _ _ _ __
D
R

WE WANT TO CANCEL:
Date:
day
month

0

Activity:

p

Sponsor Signature:

C

WE REQUEST A CHANGE:
Reason for change:

Facility Use Cancel:

Dept.
__ _ _A.C

year
A/V Cancel:
Equipment Cancel: - - - - - - - - - -- - - - - -

Facility Changes Approved:

Dept.
____ALC

H
A
N

FROM:
Date:
Time:
Place:
Activity:

G
E

TO:
Date:
Time:
Place:
Activity:

Open at

(am/pm)

Close at

(am/pm)

Sponsor (Responsible for Supervision):
A/V Needs:, _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ __
Equipment Needs:. _ _ _ _ _ _ __ _ _ _ _ _ _ __

Sponsor Signature:

STOP HERE: Turn in all sheets to A/C. This form will be returned to you as soon as possible.
A/N - ASB Advisor*
A/ N - A/ C*---,-----,.
A - Approved, Not Approved
(COORD. of Facilities)
*not valid without all three signatures and indicative approval.

SENIOR ACTIVITIES
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SENIOR
activities.

ACTIVITIES:

The most visible of your responsibilities is senior

The Activities Coordinator must use careful planning and involve

many of the staff and parents in the successful completion of senior activities.
In the spring use other principal's newsletter to give parents notice
that senior activities are rapidly approaching.

Provide a detailed listing of the

events, including the time, date place and cost if any.

In early May, send a

letter home to each parent indicating the particulars of each event.
The following is a sample letter to parents and a checklist for the
Activities Coordinator of the Senior Activities.
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(on Kentridge Letterhead)

Dear Graduating Senior and Parents/Guardian:
It is had to believe that graduation for the Class of '90 is rapidly
approaching. We find ourselves reflecting on the year and are very proud of
your sons and daughters for what they have accomplished and the success they
have enjoyed. On behalf of the Kentridge staff let me be the first to congratulate
you.
We are planning several events to close out the year and honor our
seniors. The activities include:

Senior Bal):
Saturday, June 2, 1990, 8-12am at the Seattle Trade Center which is
located at 800 Convention Place, Seattle. Dress is semi-formal to formal.
The cost is $25.00 per couple.

Senior Awards Dessert:
Thursday, June 8, 1990, 8:00pm, Kentridge Library. Recognition for
awards and scholarships with entertainment provided by members of
the class.

Senior

Vespers:

Saturday, June 10, 1990, 2:pm, St. Stephens The Martyr, 13055 SE 192nd,
Renton, WA. All seniors and parents are encouraged to attend this
inspirational service and reception hosted by the Kentridge Parent
Advisory Group.

Senior

Check-Out:

Friday, June 9, 1990, is a regular school day for seniors and they are to
officially withdraw from each class and clear all fines, fees, detention, etc.
by 4:00pm

Senior

Breakfast:

Monday, June 12, 1989, 8-10:00am, Sea-Tac Red Lion Inn, approximately
$10.00 per person.

Graduation

Rehearsal:

Monday, June 12, 1990, 10:30 am, Kentridge Gymnasium. This is a
mandatory activity for seniors planning to participate in the
commencement ceremonies.

Commencement:
Monday, June 12, 1990, 7:30pm, Tacoma dome Convention Center, 2727
East D Street, Tacoma, WA. Adult seating will be on the floor level. Each
Senior will receive six (6) admission tickets by June 2nd in the activities
office. There will be no reserve seating. Please plan to arrive early for
best seating arrangements. If you do not need all of your tickets, plan
to share them with other families or return extra tickets to the Activities
office. Optional bus transportation will be provided for students
participating in the commencement program.
Buses will load at 6:00pm
in the Kentridge bus loading area.
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General

Information;

1. All graduating seniors participating in commencement exercises must
have completed all work and credits required for graduation.
Students
who are earning credits outside of Kentridge for graduation requirements
must provide the Kentridge Registrar with a note from the instructor
written on the institution's letterhead stationery indicating that the
student is passing the course. This must be received by 3 :00 pm June 2,
1990.
2. A professional photographer will attempt to capture the presentation
of diploma for each senior. Pictures may be purchased from Rowland
Studio (522-7171 ). Forms will be provided at rehearsal on June 12th.
Parents are encouraged to keep the aisles open during the ceremonies.
3. Diplomas will be distributed in the foyer of the Kentridge gym
Tuesday morning, June 13th between 6-7:00am and again from 1-3:00
pm. After that they wi11 be available in the Registrar's office.

Senior

Party;

Monday, June 12, 1990, 9:30 pm to 6:00am, Alpental Lodge, Snoqualmie
Pass. This activity is sponsored and supervised by Kentridge parents.
For information call Mrs. Dance Hubbs at 226-3538 or Mrs. Vickie Le Croy
at 226-3126. Graduates planning to attend will leave from the Tacoma
Dome directly after commencement with buses loading at 9:15pm A
place will be provided for graduates to change clothes at the Tacoma
Dome for the senior party. Parents are encouraged to take home personal
items (caps, gowns, gifts, clothing, etc). Returning graduates will arrive at
Kentridge at approximately 10:00pm.
These events are designed to recognize our graduates and celebrate their
success in a positive and safe manner. Parents are encouraged to join the staff
and adminstration in honoring our graduates for their achievements.
We ask
your support for encouraging our seniors to use good judgement and avoid
heedless behavior and activities that may present life threatening situations.
We
want our graduates to enjoy the final events and cherish these memorable
milestones as they continue to pursue their goals. Again, Congratulations!
Sincerely,
Robert C. Davidson
Principal
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Kentridge

Senior

Activities

Checklist

Vespers;
Date:

Speaker

Facility Scheduled

Rehearsal

Program cover designed

Flowers

Theme

Reception Helpers

Song(s)

Orchestra Sched.

Program - Camera

Ready/Typed/Printed

Participant Selected

Awards

Dessert;
Scheduled Date
Program

Design/Printed

Awards - U.S. History Classes Scholarships
Participants/ Audition/Selection
Jazz Band Scheduled
Facilities Scheduled
Rally - set up and sign
Invitations to parents
Dessert - Commercial Foods

Commencement;
Date:. _ _ _ _ _ __
Facilities Scheduled P.O. # _ _ _ __

Contract _ _ _ __

Mtg with Facilities Manager - set-up design
_ _ Decorations - Rental of Equipment - P.O. # _ _ _ __
_ _ Program Design - Camera Ready
___ Program Typed/Printed
Faculty gowns
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_ _ Faculty Letter - Assignments
_ _ Administration Gowns - Dist, Bldg, HOODS
_ _ Awards Ordered (TOY, Loyalty, Good Kid)
Voting - Good Participants/Awards Selected
Seating Chart
Grad Marching Partner Forms
Transportation to/from Grad Students Band Instruments
Staff Suspension Transportation
Grad Rehearsal - set up
Class Coverage - Staff Responsibilities
Scheduled Band/Tape for rehearsal
"Care Package" - Gowns, Pencils, Pins, Tassels
_ _ Dept. Awards Typed
Letter to Parents
Tickets - P.O. # _ _ _ __
Transportation Student sign up, Parent Permission
Student Helpers
other

Senior

Party;
Parent Group Selected
Parent

Meeting

Facility scheduled P.O. # _ _ __
Committee selected
Transportation scheduled
Chaperones Briefed
Parent permission slips
Collection of funds
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Contact _ _ __

Senior

Breakfast;
Facility Scheduled
Advisors selected
painted _ _ __

Program designed

Award ballots distributed and counted
Menu selected
Student committee selected
M/C selected
Jazz Band invited
Guests invited
Tickets sold
Date _ ____ Time _ _ __
Publicity
Award Certificates - printed
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ACTIVITIES AND CLUBS
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DESCRIPTION OF ACTIVITIES AND CLUBS
ART CLUB
Membership in Kentridge High School's Art Club is composed of those
students in Advanced Art classes and any other who evidence an interest in art.
As a club, we are here to assist Kentridge faculty with their artistic needs
such as posters and other materials for classroom activities and demonstrations.
The teachers are charged for the work.

Money generated goes towards field trips

for the club and purchase of special equipment and/or supplies for the Art
Department.

ATHLETIC PARTICIPATION
Students interested in participating in one of the athletic programs must
be properly registered.
Athletes must:

Registration forms may be picked up in the main office.

Complete Athletic Participation Card; Be covered by insurance

while participating in athletics; Purchase an ASB card; Have an up-to-date
physical on file with the athletic office.
Fall sports usually begin turnouts the week before Labor Day, with the
exception of varsity and junior varsity football and cross country which begins
two weeks before Labor Day.

Other fall sports are football, girls' soccer, volley

ball, girls' swimming, golf, and boys tennis.
Winter sports usually begin turnouts the middle of November.

Sports

teams are boys' basketball, girls' basketball, gymnastics, wrestling and boys'
swimming.
Spring sports usually begin turnouts the first week of March.

Sports

teams are boys' and girls' track, boys' soccer, baseball, softball, girls' tennis and
judo.
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AUTO CLUB
The Kentridge Auto Club is an organization of Auto Shop students
interested in repairing automobiles.

The club holds meetings on the second

Wednesday of each month i in the Auto Shop.

The club also has fund raisers,

mainly consisting of repairing automobiles at a labor fee of $5, plus parts.

The

money from the fund raiser, at this point, is going towards the restoration of a
1965 convertible.
In addition, the club tries to have one shop-night a month.

This is for

members only, held at the auto shop from 6:00pm to 9:00pm under the
supervision of the Auto Shop instructor.

Activities also include a club-sponsored

car show held each spring at the school.

DEBATE
Debate and competitive speaking is a rich activity that offers students
countless opportunities to speak publicly.

People are welcome to participate in

individual events even when not enrolled in the class.
several schools to compete.
nightclub-type recital.

The group travels to

They sponsor and perform in Class Act, which is a

This club is for people who enjoy speaking publicly and

want opportunities to develop their competencies in this area.

DISTRIBUTIVE EDUCATION CLUBS OF AMERICA
The Distributive Education Clubs of America (DECA) is the only student
organization operating through the nation's schools to attract individuals to
careers in marketing, merchandising and management.

DECA is further

distinguished because it is a co-curricular organization structured to serve as an
integral part of the Marketing Education Classroom.

DECA members develop

leadership characteristics and skills to enable them to:
1. Compete in marketing career
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2. Increase

self-confidence

and

self-esteem

3. Develop the highest ethical standards in personal and business
relationships
4. Communicate

effectively

5. Develop a healthy competitive spirit
6. Understand and practice social, civic, and business responsibilities
DECA offices that may be held are president, vice-president, secretary,
treasurer, parliamentarian, historian, and reporter.

These offices can be held at

the high school level, area level, state level and national level.

DECA is an

exciting opportunity for marketing students to grow and expand in their
knowledge of the business world.

DRAMA CLUB
The Drama Club, also known as Thespians, is an organization for anyone
interested in participating in theatre arts.

The group puts on two plays a year,

generally a drama in the fall and comedy in the spring.

In addition, there is a

possibility of student-directed one-acts or a variety show at some time during the
school year.

Auditions for the plays are open to anyone who is a student at

Kentridge High School.

Cast members are expected to purchase ASB cards since

our funding is through this organization.

In addition, there are openings for

people to work in backstage functions-0-set construction/painting, props,
costumes, lights, etc.

Again, everyone is encouraged to become a part of the

production end of the club.
In addition, the club tries to hold monthly meetings to discuss the business
aspects.

At this time, special seminars in audition techniques, improvisations,

and other theatre-related topics are sometimes offered.
Seattle area are also organized whenever possible.

Field trips to plays in the
Participation in these

activities is restricted to students who have been actively involved in the club.
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FRENCH CLJTB
The French Club is designed to provide students with the opportunity to
experience a little bit of Franc without leaving the Seattle area.
Any student interested in France is welcome to join the club and
participate in the activities.

The Kentridge French club meets once a month to

plan activities such as dinners, movies, dances and field trips.
Vive la France!

FUTURE BUSINESS LEADERS OF AMERICA
Future Business Leaders of America is the national organization for all
high school students participating in business and office programs.

It can

function as an integral part of the instructional program of the business and
office curriculum in secondary schools.

The purpose of the organization is to:

"... provide, as an integral part of the instructional program, additional
opportunities for secondary student in business and career supportive
competencies and to promote civic and personal responsibility."
Our FBLA chapter is involved with the community by putting on annual
Senior Citizens spaghetti feeds, spring clean, Business Persons' Luncheons and
year-long food drive.
sales and spring sales.
spring.

We also hold annual candy sales, car washes, Christmas
We have social gatherings at Christmas time and in the

Monthly meetings are held to discuss the business of the month.

We

attend two Regional Leadership conferences, our State Leadership conference
and our National Leadership conference held in various cities around the United
States.

To become a member one must be enrolled in any business class, attend

meetings and pay a $7 fee.

HONOR SOCIETY
Kentridge High School chapter of the National Honor Society selects its
membership based upon a student's scholarship (3.25 gpa), leadership, service,
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and character in the school and community.

Some examples might be: tutoring,

community service, fund raising to help academic excellence.

Prospective

members' application forms are available in the fall and spring of each new
year.

The chapter council of academically-oriented teachers decide n ew

membership based upon the application form criteria and national standards.
Traditionally, a field trip to Vancouver, B.C. concludes the year's activities.

MARCHING BAND
Everyone enrolled in Symphonic, Concert, or Jazz Band is an automatic
member of Marching Band.

The purpose of Marching Band is to perform high

level music in a competitive setting.

A great deal of commitment is required.

Practice consists of a week-long camp in August and evening practices twice a
week during the first and fourth quarters of the school year.

There is an

average of four competitions (two overnight and two local) in the fall and five
parades (one overnight and four local) in the spring.

SPANISH CLUB
Spanish Club enables those students interested in the Spanish language
and culture to experience the sounds, symbols, songs, customs, and life-styles of
the rich Spanish heritage.

Eating out at Mexican restaurants and celebrating

Day of Epiphany and Cinco de Mayo are ways which the club achieve this .

The

club members also attend Spanish/English plays, listen to flamenco guitarists,
sell "Marco-pops" candies, go Christmas caroling (singing Spanish songs), and
wear novelty Spanish T-shirts.
Any student who is or has studied Spanish or who is interested in the
Spanish culture may become a member of Spanish Club.

He/She must be willing

to attend club meetings, contribute ideas, prepare for major club meetings,
contribute ideas, prepare for major club activities, and participate in all fundraising

activities.
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CONCERT CHOIR
Concert Choir is the beginning level group of the choral music program.
It is designed for freshmen wishing to start or continue their vocal ambitions.
The purpose of it is to develop basic vocal techniques and knowledge of music
fundamentals.

These concepts are reinforced through presentation of a variety

of choral literature.

VOCAL JAZZ ENSEMBLE
Vocal Jazz is open to all students currently enrolled in Concert Choir.
designed to provide exposure to vocal jazz literature and performance.
ensemble meets during the hour before school.

It is

The

Vocal Jazz participates in many

festivals and competitions, both overnight and local.

YEARBOOK STAFF
The Yearbook Staff accepts the responsibility of producing a quality
yearbook for all the students at Kentridge High School.

The fall of the year 1s

VERY busy with meeting monthly deadlines of 30-40 pages each.

Members of the

staff need to be people who are creative, good writers, photographers, selfmotivated and able to work under extreme pressure.

The student staff makes all

the decisions on theme, cover, content and make-up of the yearbook.

Students

are also responsible for remaining within their budget.
Planning for the yearbook begins in the spring of the year and the bulk
of the work is done between September and February when the yearbook is
completed.

Then the staff works on the 20-page summer supplement that comes

out in August.

Staff members must be recommended by faculty members and

accepted on staff by the advisor.

Prime requisite is reliability in meeting

deadlines.
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DANCES
Dance dates are assigned by the activities coordinator.
requests a dance on their ASB budget will be considered.

Every activity that

Dances are assigned at

times when they will not interfere with other school activities.

An attempt is

made to place dances on the calendar at times that will help to ensure their
success and thereby provide the sponsoring activity with the desired funds.
A dance organization plan must be filed with the activities coordinator a
full TWO WEEKS in advance of the dance date.

Failure to do so may result in the

cancellation of the dance.
"Formal dances are not sanctioned" by Kentridge High School.
are not permitted to attend Kentridge dances.
guest registration.

Guests are permitted with proper

Please see the activities coordinator.
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Jr. High students

STUDENT ELECTIONS
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ASB ELECTIONS
ASB officers are elected in the early spring.

This relieves the incumbant

officers of their duties at a time when they're busy with graduation activities.
Also, the newly elected officers will have April and May to begin planning for
the fall activities.
Students interested in getting involved in ASB government are
encouraged to visit with current officers of the activities coordinator before
signing

up.

The President must be a senior.

All other officers may be a senior or

junior; they must have a GPA of 2.5 and must maintain it while in office; No
student can have no suspensions during the previous two semesters.
Elections:
activities office.

Those students meeting listed qualifications may sign up in the
Campaigning will begin on the last Monday in March; Speeches

will be given on the third Tuesday after the campaigning begins.
Reference:

ASB constitution Article IV, Section 1 & 2; Article V, Section 1.

CLASS ELECTIONS
Class officers are elected in the spring of the year.

This enables the newly

elected officers to get together over the summer and plan their fall activities.
Students interested in getting involved in class government are
encouraged to visit with current officers or the activities coordinator before
signing

up .

QuaJifications;
(1)

Must be a current member of the class

(2)

President must have GPA of 2.5

(3)

Other officers may have GPA of 2.0

(4)

May have no suspensions during previous two semesters
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Elections;
Those students meeting the listed qualifications may sign up on the third
Monday of April.

Speeches shall be given one week after campaigning begins.

STUDENT COUNCIL ROOM REPRESENTATIVE
At the beginning of each semester a representative and an alternate
should be selected from each third period class.

The responsibilities of the room

representative are as follows:
( 1)

Attend all student council meetings

(2)

Actively participate in student council meetings and activities

( 3) Take notes at all meetings
( 4)

Arrange with the teacher to make a report to the class on the
day following a student council meeting.

( 5)

Record feelings of class members when necessary so that their
feelings can be shared at the next student council meeting.

This is an important position and the individual selected must be a good
communicator.

ELECTION PROCEDURES
Associated Student Body Elections will be held in the spring.
President, Vice President and Secretary{freasurer will be elected.

The office of
Those students

running for these positions must pick up an election packet from the activities
office prior to the candidates campaign meeting.

The packet must be completed

and ready to hand in at the time of the campaign meeting.
Students who are unsuccessful in the ASB elections are encouraged to
participate in class elections.
Class elections will take place one week after the ASB elections.

The office

of President, Vice President, and Secretary/freasurer will be selected in both the
junior and senior classes for the following year.
take place in the early fall.
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Sophomore class elections will

Homeroom representatives will be elected at the beginning of each
semester.

It shall be the responsibility of the homeroom reps to attend one

meeting a month.

This meeting date will be the third Wednesday of each month.

The time will vary so that the same class is not impacted during the semester.
Representatives will receive information from the ASB student government and
may bring questions to the ASB at that time.
student body and the ASB government.
communications

Reps are the link between the

The position is very important in the

link.
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KENTRIDGE SENIOR HIGH SCHOOL
ASB ELECTION GUIDELINES FOR 1990
A. TIMELINE
1.
MARCH 19 - ASB

elections announcement.

Pick up packets.

2.

MARCH 22 - ASB packets due.
Candidates' campaign meeting at 2:45 PM, B-5 (mandatory). If you
are involved in a spring sport, please make arrangements with
your coach to be 15 minutes late.

3.

March 23 - ASB campaign begins.

4.

April 10, 11 - ASB elections/Constitution Revision

All Kentridge students are allowed to vote in the Commons beginning at
7:30 am to 3:00 pm each day.
Election results by 4:00pm, April 11, 1989.
5.

April 12 - ASB election run-off, if needed, beginning at 7:30 am to
3:00pm. Results by 4:00pm, April 12, 1990.

B. OFFICES OPEN
1.
President - Junior only
2.

Vice-President - Junior only

3.

Secretary - Sophomore or Junior

C PACKETREQUIREMENTS
1.
75 signatures from any students.

2.

Teacher recommendations - use appropriate forms only.

3.

Narrative (not more than 225 words) stating reason for running for
the office with a picture mounted--will be in official voter's
pamphlet.
Include a list of ideas for activities/projects/goals for next
year in your narrative.

4.

ASB packet is to be given to Mr. Helgeson no later than March 22,
1990, at the candidates' meetin~. If you are involved in a spring
sport, please make arrangements with your coach to be 15 minutes
late.

5.

Provide a 3" x 5" hl..a..c.k and

~

picture of yourself.

D. CAMPAIGNPROCESS
1.
Students can campaign from March 23 through April 12, the last day
of elections.
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2.

Students can use one sign (no larger than 3' x 5') to be posted in the
cafeteria or commons area only.

3.

Skits, speeches and displays may be given during lunch periods in
the cafeteria or Commons only.

4.

Students may use hats, sandwich signs, stickers and pins to advertise.

5.

Students may N.QI. plaster signs, stickers or pamphlets on hall lockers
or on automobiles in the parking lot, or on any painted surface.

6.

Candidates are responsible to pick up all campaign materials the first
5 minutes of each day. Check the area by your first period class and
clean up .a.!lj'._ campaign materials.

7.

An official voter's pamphlet will be prepared by ASB election
committee and placed in each homeroom

8.

You may campaign on the two election days but not in the Commons
area.

*Any questions regarding the above campaign process, please see Mr.
Helgeson.
E. VOTING PROCESS
1.
Students may vote in the Commons area by signing the official voter's
registration sheet.
F. COUNTING AND RESULTS
1.
Ballots will be counted by Mr. Helgeson and ASB President.
win by a majority vote.
2.

Candidates

Results will be shown on Thursday, April 11, 1990, at 4:00pm

NOTE :
a class office.

Candidates not winning an ASB election are encouraged to run for

TYPE WRITTEN SUMMARY OF THE REASONS YOU WANT TO BECOME AN ASB OFFICER.
INCLUDE PAST EXPERIENCES AND FUTURE GOALS FOR THE POSITION AND FOR THE
SCHOOL. THIS INFORMATION WILL BE INCLUDED IN THE OFFICIAL VOTER'S
PAMPHLET. MAKE SURE YOUR STATEMENT IS PROFESSIONAL IN QUALITY. IT MUST
BE ON THE FORM BELOW.
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KENTRIDGE HIGH SCHOOL
OFFICIAL VOTER'S PAMPHLET INFORMATION

Type written summary or the reasons you want
to become a Class officer.

Include past experiences

and future goals for the position and for the school.
This information will be included in the official voter's
pamphlet.
quality.

Make sure your statement is professional in
Proofread for spelling errors.
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3 x 5 picture

PETITION

CANDIDATE'S NAME

OFFICE

CLASS

You are petitioning for placing your name on the ASB election ballot.

The office

of President, Vice President and Secretary/freasurer are the available offices.
Petition containing 75 names of Kentridge seniors, juniors and sophomores is
necessary to petition the election committee.

At that time, your name will be

placed on the ballot and you have the official right to campaign.·
must be completed and turned in to the Activities Office by
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This petition

A

KENTRIDGE SENIOR HIGH SCHOOL
TEACHER ELECTION RECOMMENDATION
I

recommend that

be allowed to run for the office of - - - - - - - - - - - - - - for
the school year _ _ _ _ _ _ _ _ __

has

demonstrated leadership ability to me and I feel he/she would do a good job
as part of the elected Kentridge ASB.

KENTRIDGE SENIOR HIGH SCHOOL
TEACHER ELECTION RECOMMENDATION
I

recommend that

be allowed to run for the office of - - - - - - - - - - - - - - - for
the school year

has

demonstrated leadership ability to me and I feel he/she would do a good job
as part of the elected Kentridge ASB.
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ASB COMMITTEES
Activities

Notebook

Chairperson
Members:
1.

2.
3.

Board

Assembly
Chairperson

Members:
1.

2.
3.
4.

Election

Board

Chairperson
Members:
1.

2.

3.
4.

Char2er of the Month
Chairperson
Members:
Photo/Develop

1. _ _ _ _ _ _ __

Selection

2. _ _ _ _ __ __ _

Matting

3. _ _ _ _ __
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Display

Teacher of the Year Committee
Chairperson
Members:
1.

2.

Summer Leadership Camp Committee
Chairperson
Members:
1.

2.
3.
4.

Be-charter

Committee

Chairperson
Members:
1.

2.

3.

ASB Publicity Committee
Chairperson
Members:
1.

2.
3.
4.
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ASB Winter Dance Committee
Chairperson
Members:
Tickets

1.

Decorations

2.

Music

3.

Chaperones

4.

Publicity

5.

Drinking/Driving

Task

Force

Representative

)
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PRESIDENT'S RESPONSIBILITIES
1.

Schedule and prepare meeting agenda, and preside at all ASB meetings.

2. In consultation with advisor, appoint and determine duties of all officers and
representatives.
3.

In consultation with advisor, appoint all ASB members to various committees.

4. On a regular basis check each ASB member's duties and determine whether
they are completing their tasks.
5. Set due dates for all activities, etc.
dates are being met.

Check back regularly to determine if the

6.

Be an ex officio member of all committees.

7.

Be the liaison to administrators, etc.

8. Require oral reports from all committees and ASB members concerning the
progress of their particular responsibility.
9.

Schedule regular ASB meetings.

10. Help teach and guide all members of the ASB so that the standards of Student
Government are met.
11.

Stay in regular communication with the Activities Director.

12.

Help with the planning of all activities and encourage new ideas.

VICE PRESIDENT'S RESPONSIBILITIES
1. Stay in touch with the President and Activities Coordinator since you must
assume all duties of the President if the President is not available, as well as those
of the Secretary if he/she is not available.

2. Preside over all meetings as needed. Appoint any necessary committees, take
role, notify teachers when Reps are missing. Vote on legislation in case of a tie.
3. Strive to make the ASB an effective communication tool between the students
and administration.
Encourage involvement of members.
4.

Keep an up-to-date list of homeroom teachers and Reps.

5.

Serve on any committees to which you are appointed.

6.

Help with assessing how efficiently members of ASB perform their duties.

SECRETARY/TREASURER'S RESPONSIBILITIES
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1.

Must know how to use the word processor.

2. Record minutes from all ASB meetings. THESE MUST BE TYPED AND
DISTRIBUTED TO THE FOLLOWING PEOPLE BY THE NEXT DAY: Bookkeeper, Activities
Coordinator.
3. Minutes must be distributed to the following people within the week.
Principal, Assistant Principals, Fleet Street News members of ASB at the next
meeting. Post in Commons.
4. Check ASB Box in main office EVERYDAY.
checks, etc. to the proper people.

Distribute mail, deposit slips,

5. All mail addressed to Student Government should be given to Activities
Coordinator. Any notes or letters which are appropriate will be read by you at
the weekly meeting.
6. Type all responses to mail and MAKE COPIES of all correspondence. Place these
in a file or store on computer. NO CORRESPONDENCE SHOULD BE SENT BEFORE IT IS
CHECKED BY THE ACTIVITIES COORDINATOR
7. Check supplies regularly. ALWAYS ORDER WELL AHEAD OF TIME. IT IS BEITER
TO HA VE TOO MUCH. Most supplies are ordered through the District. Check with
the Activities Coordinator before actually sending in order. ALL SUPPLIES
ORDERED FROM DISTRICT NEED P.O. # from the bookkeeper before you send in the
order. Also you must check to see that there is enough money in supplies to
cover the order.
8. Organize file cabinet.
folder is clearly labeled.
9.

Set aside a drawer for financial files.

Make sure each

Keep Activity Coordinator's office neat.

10. Prepare a list of all class members with telephone numbers and addresses in
improve class communication.
11.

If you are absent on a meeting day, be sure to ask someone to take notes.

12. Sit in on all planning sessions for activities. Make yourself aware of what is
going on so that supplies are available and you can suggest timelines for making
copies, etc.
13. Keep a master of all form in a file.
duplication.

Never use the masters for anything but

14. Schedule students to tend the office each lunch period. They must be
prepared to issue new student body cards,, distribute materials, and answer
questions when necessary.
15. Learn to use the software that goes with the computer. Try to be creative
with the notes and reminders that are sent from Student Government.
16.

If at all possible, be a TA for the Activities Coordinator.
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17. Make a class schedule of all ASB members.
room number by period.

To include class, teacher, and

18. Get agenda from President and distribute to officers at least two days before
meeting.
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KENJRIDGE SENIOR HIGH SCHOOL
JUNIOR/SENIOR CLASS ELECTION PROCEDURES
CLASS ELECTIONS

A.

Timeline
1. April 17 - Class elections announcement.

Pick up packets.

2. April 20 - class elections packet due at candidates' meeting in B-5 at 2:24
pm. (MANDATORY)
3. April 21 Through April 28 - campaign week.
4. April 24 - election assembly - 2nd period.
B.

Offices Open
1. Senior Class President - Junior Class President
2. Senior Class Vice Pres. - Junior Class Vice Pres.
3. Senior Class Secretary - Junior Class Secretary.
4. Four Representatives (435) - Jr.

C.

Four representatives (485 ) - Sr.

Packet Requirements
1. Instead of 75 signatures from anyone, you must have 50 signatures
from students in your same class.
2. Two

teacher

recommendations.

3. Paragraph (not more than 225 words) stating reason for running, with
a 3 x 5 picture. (Black and White, if possible.)
4. List of ideas for activities/projects for next year, to be included in the
paragraph above.
Please proofread all printed materials.
5. Class packet is to be given to Mr. Helgeson at the mandatory candidates'
meeting April 20, 1989. If you are involved in a spring sport, make
arrangements with your coach to be 15 minutes late.
6. You must attend the meeting April 20 in room B-5 at 2:45 pm.
D.

Campaign Process
1. Campaign from April 21 to April 28 - Election Assembly, 2nd Period.
2. Students can use one sign (no larger than 3' x 5') 'to be posted in the
Commons or lunchroom area.
3. Skits, speeches and plays may be given during lunch periods with
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prior written approval from Mr. Helgeson.
4. Hats, sandwich signs, stickers and pins may be used to advertise.
5. You may not plaster signs, stickers or pamphlets on hall lockers or on
automobiles in the parking lot as advertisements.
6. You are responsible for all campaign materials.
7. Be creative.

*Any questions on the above campaign process, please see Mr. Helgeson.
E.

Elections
1. All speeches must be submitted in writing to Mr. Helgeson before
8:00am on Monday, April 24, 1989.
2. A rehearsal will take place on Monday, April 24, at 7:15 am. All
candidates must be prepared to deliver their written speech at that
time.
3. Monday, April 24, 1989, 2nd period.
Seniors - Auditorium
Juniors - West half of gym (wall dividing gym)
Sophomores - East half of gym (wall dividing gym) - Seating on floor
only.
4. Advisors will run the elections in the gymnasium.
5. Candidates will introduce themselves.
for their speech.

They will have 1 minute of time

6. No other presentations, other than candidate speaking, will be
permitted.
7. Elections will take place Monday, Tuesday, and Wednesday, April 24,
April 25, and April 26, at lunch; 7:30am - 8:00am; and after school until
3 :OOpm. Only KR students may vote.
F.

Counting and Results
1. Mr. Helgeson and the chairperson of the election committee will be
responsible for counting ballots.
2. Results will be announced by 4:00pm on Wednesday, April 26.
3. Candidates must win by a majority vote.
4. If a run-off is needed, it will take place on Thursday, April 27, 7:30am 8:00am; all lunches; and after school until 3 :OOpm.
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KENTRIDGE HIGH SCHOOL
OFFICIAL VOTER'S PAMPHLET INFORMATION
Type written summary or the reasons you want
to become a Class officer.

Include past experiences

and future goals for the position and for the school.
This information will be included in the official voter's
pamphlet.
quality.

Make sure your statement is professional in
Proofread for spelling errors.
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3 x 5 picture

KENTRIDGE SENIOR HIGH SCHOOL
ELECTION RECOMMENDATION
I

recommend that

be allowed to run for the office of - - - - - - - - - - -- - - - -for the school year - -- - - - -- - - has demonstrated leadership ability to me and I feel he/she would do a good
job as part of the elected Kentridge Student-Faculty-Senate.

KENTRIDGE SENIOR HIGH SCHOOL
ELECTION RECOMMENDATION
I

recommend that

be allowed to run for the office of - - - - -- - - -- - - - - - - for the school year
has demonstrated leadership ability to me and I feel he/she would do a good
job as part of the elected Kentridge Student-Faculty-Senate.
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Candidate's Name

Office

Class

You are petitioning for placing your name on the Junior/Senior (circle one),
Class Election ballot.

The offices of President, Vice President,

Secretary/freasurer and Representative are the available offices.

A petition

containing 50 names of your respective classmates is necessary to petition the
Election Committee.

At that time, your name will be placed on the ballot and you

have the official right to campaign.

The petition must be completed and turned

into the Activities Coordinator on Thursday, April 20, 1989, at 2:45pm.

You must

attend the meeting in Room B-5 at 2:45pm on that date to be eligible to campaign.
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KENJRIDGE HIGH SCHOOL
SOPHOMORE ELECTION PROCEDURES
Thursday, Sept. 8, 1988

Pick up petitions from Activities Office

Tuesday, Sept 8, 1988

Petitions are to be returned to Activities.
Sophomore campaigns begin. MANDATORY
meeting in B-5 at 2:45pm.

Monday, Sept. 19, 1988

Election Assembly - All Sophomores report to
East Gym after roll second period.

ELECTION CAMPAIGN
ASB Officers are available to help you with your campaign.
with them for assistance.

Feel free to check

Candidates are allowed the following:
1. One large sign - to be placed in the Commons or the Cafeteria. Signs
must have approval of the Activities Coordinator. You may take the
sign with you to the Election Assembly. (No larger than 3' x 5')
2. Buttons and fliers are acceptable. However, each candidate is
responsible for cleaning up any and all campaign materials.
3. Posters - Each candidate may make a poster with their picture on it and
a brief narrative (not to exceed 75 words) of your position and
qualifications. This poster will be placed in the Commons. (No larger
that 16" X 24")
4. No signs on lockers or painted walls.
5. Candidates will "take a lap" each morning and at lunch to make sure
campaign material are not on the floor.

ELECTION ASSEMBLY
Elections will be held in the Gym on Monday, September 19, 1988 during third
period. The following positions will be elected:
A.
B.
C
D.

President
Vice-President
Secretary/Treasurer
A representative for each one-hundred students in your
class of 500 students. (5)

Candidates will be allowed a brief period to address the Sophomore Class and
present their qualifications and position.
(Time to be determined by number of
candidates.)
Students may receive a ballot with all the candidates on it at lunch or after school
on Monday, and before school, lunch, or after school on Tuesday. They will
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receive a sophomore ballot in the Activities Office.
for an candidate (except Reps. - Vote for 5)>

Students may vote only once

The ballots will be counted under the direct supervision of the Activities
Coordinator. Winner will be announced at the end of the day on Wednesday. If a
run-off is necessary, it will take place on Thursday, September 22, 1988 following
the same process.
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CANDIDATE'S NAME

OFFICE

CLASS

You are petitioning for placing your name on the Sophomore class election
ballot. The offices of President, Vice President, Secretary/freasurer and
Representative (5) are the available offices.

A petition containing 50 names of

Kentridge Sophomores is necessary to petition the Election Committee.

At that

time, your name will be placed on the ballot and you have the official right to
campaign.

The petition must be completed and turned into the Activities

Coordinator by Tuesday, September 13, 1988, at 2:45pm.

You must attend the

meeting in Room B-5 at 2:45pm on Tuesday, September 13, 1988.
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KENTRIDGE HIGH SCHOOL
OFFICIAL VOTER'S PAMPHLET INFORMATION
3 x 5 picture

Type written summary or the reasons you
want to become a Class Officer.

Include

past experiences and future goals for the
position and for the school.

This information

will be included in the official voter's
pamphlet.

Make sure your statement is

professional in quality.

Proofread for spelling

errors.
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FOR YOUR CHAIRPERSON OR PRESIDENT
"Having an Effective Meeting"
What must you do as a chairperson to have an effective meeting?

The answer to

this questions lies in the following areas:
I.

PREPLANNING
A.

Facilities
1.

Have you checked with your advisor and Activity Coordinator
for use of a room?

2.

Will the room be open on time?

3.

Is the seating arranged to fit the size of the group?

4.

Do you need a loud speaker system?

5.

Is there a blackboard with chalk and eraser?

6.

Do you need a projector and screen?

B.

Agenda
1.

What items make up an agenda?

2.

Did all students have the opportunity to place items on the
agenda?

3.

Did the students who will attend have the agenda in advance
of the meeting?

4.

Did the student representatives have an opportunity to discuss
the agenda with their class prior to the meeting?

5.

Did you give a copy of the agenda to your advisor and to the
activity coordinator?

C

Minutes of the Meeting
1.

Does your secretary see that the minutes of each meeting are
printed up as soon as possible following the meeting?

2.

Are copies of the minutes sent to all members who attended
the meeting?

3.

Are the minutes sent to each Advisor and Activity Coordinator?
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D.

I I.

Rules of Operation
1.

Does the Chairperson and the Membership understand "Roberts
Rules of Order"?

2.

Have you studies "Parlimentary Procedure"?

3.

Does the Chairperson understand the meaning of being "fair but
firm"?

4.

Have you made an effort to involve everyone in the discussion?

5.

Have you listened to both sides of the question?

6.

Did you try to have students at the meeting who represent both
sides of the issue?

7.

Did you require written committee reports?

BETWEEN MEETINGS
A.

Discuss concerns with the club or class advisor.

B.

Prepare COMMITIEE ASSIGNMENT AND REPORT FORMS and get
them
to the Committee Chairpeople involved. Check Committee
Leaders on the progress of their Committees and see that they
are meeting the purpose of the organization.

C

Hold an Executive Committee meeting for planning purposes.

D.

Make-out your next meeting agenda "tentatively", -- then try to
put it into final shape just before the next meeting.

E.

Check with the Publicity Chairperson regarding reports and
announcements.

G.

Read the bulletins, publications, etc., from the district, area, or
national
headquarters and discover what these mean to your local
organization,
your committee work, etc.

AS LEADER OF THE OFFICERS and Committee Chairpeople, it would be wise to
understand each one's work and responsibilities.
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FACILITIES
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FACILITIES
The Activities Coordinator is responsible for the scheduling of all school
facilities.

Community-use of Kentridge's facilities must be accompanied with a

Hold-Harmless Agreement.

The rental fee is set by the maintenance department

and subject to their approval.
Community groups are encouraged to use the school facilities.

After the

forms have been completed by the group wishing to use the facility, they are to
be forwarded to Maintenance where the decision of whether or not the fee will
be waived.

Generally speaking, non-profit groups may get the rental fee waived

if there is a custodian regularly on duty.
Included in this section are the following forms:
( 1) Request for an activity/facility
(2) Request for the use of auditorium
( 3) Rental fee schedule
( 4) Application for community-use of facilities
( 5) Hold Harmless Agreement
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"

STUDENT/STAFF RECOGNITION
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STAFF/STUDENT RECOGNITION
The staff/student recognition committee will consist of at least four
people, including a certificated person, a classified person, an administrator and
a student.

The committee could also include a parent or it could have more

members and more representation of various groups.
The committee will determine how the various awards will be given each
month.

The committee will also establish guidelines and criteria for selection

and promotion of the awards to the students and staff.
Recipients will be provided with a certificate and a plaque.

Monthly

selection should clearly cover all areas of the school and the community.
committee will structure the criteria for the various awards.
The purpose of the recognition program is to honor those who are
committed to Kentridge High school and the Kent community.
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The

KENTRIDGE HIGH SCHOOL
CHARGER OF THE MONTH SELECTIONS

ID.
STAFF
FROM: RECOGNITION COMMITfEE
The following *dates have been selected to nominate Chargers of the
Month, Teacher of the Month, Rotary Boy and Girl (seniors only), Celebrating
Our Success, and Award for Excellence. We will be sending you a reminder for
the due dates and picture dates.
When you make your selection for Student of the Month, please ask the
him/her to report to the Activities Office at the designated time to get his/her
picture taken. We would rather not have to chase them down or take them out of
a class. The other awards, (Teacher of the Month, Rotary Boy and Girl), Award
for Excellence, and Celebrate Our Success are nominations only. The Selection
Committee will determine who receives these awards and contact the recipient.
Your help in this matter is greatly appreciated. It is our intent, as it is
yours, to give as much recognition to the students and staff as possible.

Doug Helgeson
Activities

Coordinator

NOMINATIONS
FORM TO DEPT.

NOMIN. RETURNED
TO ACTIVITIES
DISPLAYED

Sept 26

Sept 28

Oct 23

Oct 25

Nov 17

RECOO.

PICTURES
TAKEN

PICTURES

Sept 29

Oct 7

Oct 26

Oct 27

Nov 4

Nov 20

Nov 21

Nov. 22

Dec 6

Dec/Jan 3

Jan 8

Jan 9

Jan 11

Jan 16

Feb 26

Feb28

Mar 1

Mar 2

Mar 10

March 23

March 27

Mar 28

Mar 29

April 11

April 23

April 25

Apr 26

Apr 27

May' 4

May 22

May 24

May 25

May 29

June 5
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MTG.

TO:

FROM:
SUBJECT:

All Staff
Recognition Committee
Monthly Recognition

In an effort to recognize outstanding accomplishments and dedication by staff,
students, and parents, would you make nominations to the recognition committee
for the following awards:
1.
Teacher of the Month:
Comments:
Recognition: A Kentrid~e plague and picture displayed on the Char~er of the
Month board. This award goes to a teacher who is doing an outstanding job in
and out of the classroom.

***************************************************************
2.

Rotary
Boy:
Comments:
Girls:
Comments:
Recognition:
Recipients and parents attend a luncheon hosted by the Kent
Rotary Club. Pictures displayed on the Charger of the Month board. Rotary Club
presents recipients with certificates.
Selection is based on academic
achievement, school leadership, community service, and special recognition.

***************************************************************
*****************
Award for Excellence
Staff:
Comments:
Recognition: A District plaque presented to a staff member for:
Dedication to students
Enthusiasm for the job
Positive influence on others
Significant contribution to others and the organizations
Effectiveness in area of responsibility

3.

*********************************************************4.
Celebrating our Success
Staff:
Comments:
Student:
Comments:
Recognition:
Kentridge plaques and pictures displayed on the Charger of the
Month board.
Criteria includes success in academic achievement, program
development, leadership, school activities, and community activities that promote
an "attitude for Excellence."
Each month the Activities Coordinator will place in your mailbox this nomination
form. Please make nominations and return by the next day,
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DISTRICT MEMO
Name:

Name:

School:

School or Dept:

Subject:

Charger of the Month

Please submit your nomination for CHARGER OF THE MONTH to the Activities
Office by
Please inform your student that the picture will be taken on
during his/her lunch period at the Activities Office.
NAME OF YOUR STUDENT:
RETURN THIS FORM TO THE ACTIVITIES OFFICE BY
ATTACHED IS A FORM THAT YOU NEED TO GIVE TO THE STUDENT OF THE MONTH.
TEAR THIS FROM IN HALF--SEND THE TOP TO THE ACTIVITIES OFFICE AND GIVE THE
BOITOM HALF TO THE STUDENT.
THANKS.
Date

_ _ _ ____________ Signature - - - -- -- - -

DISTRICT MEMO
Name:

Name:

School:

School or Dept:

Subject:

Charger of the Month

CONGRATULATIONS!!!
You have chosen as Charger of the Month for
Please come to the Activities Office during your lunch on
You will have your picture taken at that time.
Thank you.
Date

____________________ Signature
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10:

ALL STAFF

FROM

RECOONITION COMMITTEE

RE:

STAFF/STUDENT RECOONITION

If you have any information to give me about any awards and honors that you
would like noticed in the DISTRICT 'TODAY' BULLETIN, THE FLEET STREET NEWS.
news letter to the parents, and/or the KENT SCHOOL DISTRICT "HOT ITEMS"
CALENDAR.
PLEASE fill out this form and put it in the Activities Coordinator's mailbox by
Wednesday of each week. It is our goal to get as much recognition for the
students and staff at Kentridge as we can. We need your help in achieving this
goal.
STUDENT AW ARD
Recipient

Name

Grade:

Position: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Who gave the award (full name, no acronyms please)

When?
Where?
Why?
Why do you think it is special?

Thank you for your time and efforts in filling this form out.
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STAFF APPRECIATION
Below are a multitude of ideas that student leaders can develop to help build
better relations between the ASB and the staff.

Thought to keep in mind as you

organize staff appreciation are:
1.

Establish Staff Appreciation as a goal at the beginning of the year
with student leaders.

2.

Budget appropriate funds to cover expenses.
moral.

3.

Form a committee to organize staff appreciation, (President, Comm.
School Spirit, and Comm. of Public Relations do this) and bring
recommendations back to ASB.

4.

Plan staff appreciation days one per school month or a staff
appreciation week each semester.

5.

The number of days and type of days will be registered by the
amount of money you have budgeted. Some activities are very
expensive such as: Flowers, sausage roll, stocking, breakfast or
luncheon.

6.

Remember staff appreciation includes more than just teachers.
It includes a complete staff:
administrators, counselors, teachers
special projects, aides, custodians, gardeners, secretaries, clerks,
security, cafeteria. Obtain a list from the principals secretary of all
staff members on campus.

7.

Plan some staff appreciation days that all students can participate
in. Such as ASB gives each staff member a carnation in a vase and
members of the student body bring flowers to add to the ASB
Carnations.

8.

Be able justify staff appreciation ... such as ... to a way of saying thank
for the extra hours staff members put in helping students. Staff
members do not get extra pay for supervision. It builds school
spirit and better relations and moral between staff and students.

Budget $500 for staff

STAFF APPRECIATION IDEAS
1.

CARDS: an appreciation card each time they supervise or assist the
ASB with an activity. Birthday card, Christmas card, Valentine's
Day. Vary giving-one time place in teachers box other times mail
to their home.

2.

FLOWERS:

a.

Order carnations, fern, flock from flower stand.
Have students make bouquet by tying them
together with fancy ribbon. Place in staff mail
boxes with flowers facing out.
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3.

b.

Buy cheap bud vases, place a single carnation on
each staff members desk.
Have teachers return
vase for future use.

c.

Flowers for special occasions: Corsage or boutineer
for staff birthdays or retirement.

FOOD: Usually very popular with staff: Apple or Fruit Day, Donut
Day, Appreciation Cake, See's Candy, Danish or Christmas Cookies,
Candy Kisses or heart suckers or candy for Valentine's Day, cheese
and crackers in lounges, Banana Split Day (set up in teachers'
dining room, let them make their own), chocolate bunnies, Santa
Claus.
a.

Have students develop poems or verses honoring staff.
have them framed)

b.

Develop a staff appreciation certificate.

c.

Honor a staff member in the school newspaper each month.

d.

Sponsor a staff talent show, staff-student football, basketball,
softball, or soccer game.

e.

Involve staff members in school spirit: ex: Staff Anything Goes
Toumamenl, Toilel Paper Wrap, Kiss the Pig Contest (staff
members have picture on jars. The one collecting the most
money wins contest.)

f.

Decorate lounges for special occasions.

g.

Develop a staff appreciation coupon book to introduce ASB
student Leaders, goals for the year, and special coupon
bargains good at the ASB office, ex: Free coke or candy bar,
pencil, etc. with this coupon.

h.

Clean staff windshields--leave note explaining why .
windshield
from the ASB")

1.

Have a staff breakfast or luncheon. Could be catered or have
students prepare. Could also be a continental breakfast. Decorate tables with centerpieces and tablecloths.

j.

Christmas Stocking:
Purchase stacking for each staff member,
fill with goodies!! ex: apple, candy, ASB coupon book,
mint stick. Thumbtack stacking to staff mail boxes with
Christmas Card taped to front of stocking.

k.

Christmas Sausage Roll -- Buy fundraising sausage (ex: Nestles
Co.) for each staff member. Place Christmas bow on sausage.

I.

Welcome back to school Continental Breakfast.
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(Can

("A clean

m. Secret Pals -- Have a service organization or ASB become secret
pals with staff members who are willing to participate.
exchange cards, goodies, and small gifts.
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ASSEMBLIES
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ASSEMBLIES
The Activities Coordinator is responsible for all assemblies and will
schedule with the approval of the building principal.
Teachers will attend assemblies with their class unless excused in advance
by their departmental administrator.

Teachers who have a preparation period

during the schedules assembly will not be required to attend unless additional
supervision is necessary due to the nature of the assemble and/or potential
audience reaction.

This determination will be made by the administration and

will be communicated to all teachers in advance.

ASSEMBLY SCHEDULE
FULL PERIOD
PERIOD
1
2
3
4
5
6
ASSEMBLY

TIME
8:00 - 8:55
9:00 - 9:45
9:55 - 10:35
10:40 - 12:05
12:10 - 12:55
1:00 - 1:45
1:50 - 2:35
CLASS TIME

4th period

1st lunch
2nd lunch
3rd

lunch

10:35
11:05
11 :40
11:35

-

11:05 11:10 - 12:05
11:35 10:40 - 11:40
12:05
12:05 10:40 - 11:35

SHORT ASSEMBLY

1st - 4th
periods remain the same
PERIOD
TIME
5
12:40 - 1:25
6
1:30 - 2:10
ASSEMBLY
2:15 - 2:35

KENTRIDGE HIGH SCHOOL
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Assembly

Board

FUNCTION
The Assembly Board shall have as its purpose the development and coordination
of a varied assembly program for the staff and students of KR High School.

Ideas

for assemblies/awareness programs shall be proposed to this group for review.
It is not the function of this Board to develop agendas.

The primary focus of this

committee is to enhance student and staff interest and involvement in the
assembly program at KR High School.
Assembly Board members may choose to assume an active role in the promotion
and/or organization of some programs.

In an effort to provide an assembly

experience that enhances the educational program of KR High School some
occasions may be suitable for lead-up and follow-up in class.

Such involvement

on the part of the Assembly Board shall be coordinated through the
chairperson(s).

The intent of a well-planned and coordinated assembly program

is to create balance in our overall experiences for students and staff.

MEMBERSHIP
The Assembly Board shall consist of:
-four teacher (one shall be selected as chairperson)
-four students-at-large (selected by application process for a term
to commence in March of each year)
-Activities

Coordinator

GUIDELINES
The Assembly Board will meet on Monday the third week of each month or
as needed.
Individuals or organizations with assembly ideas shall present plans at the
monthly meetings for discussion and review.
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Upon approval by the Assembly Board the proposed program will be
recommended to the Activities Coordinator for placement on the Master Calendar.
It is the responsibility of the Advisor/Student Leader of approved
programs to submit a completed agenda to the Activities Coordinator a minimum
of u...n_ calendar days prior to the assembly date.
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KENTRIDGE HIGH SCHOOL
II

ASSEMBLy BRIEF"

DATE:

TEACHER NOIES:
1.

operating

schedule

assembly times
Passing

Time _ _ _ __

Assembly
Time
Dismissal

Time _____ _

Period ____ _
Time _ _ _ __
Assembly Objectives:
1.

2.
Related Duties :
1.

Set-up:
-stands
-rails
-misc

Agenda:

Order

Time Schedule

Activity
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Notes

KENTRIDGE MASTER ASSEMBLY SCHEDULE 1989-1990

DATE

DAY

LENGTH

TIME

9/8

Friday

30 min.

2:15 p.m.

Gym

Fall Sports

Cheer

9/19

Tuesday

30 min.

2:15 p.m.

East Gym
Auditorium
West Gym

Soph. Elections

Activities

10/20

Friday

30 min.

2:15 p.m.

Gym

Homecoming

Rally

11/2

Thursday

30 min.

2:15 p.m.

Gym

KR@ KW (FB)

Cheer

12/8

Friday

30 min.

2:15 p.m.

Gym

Winter Sports

Cheer

3/24

Friday

30 min.

2:15 p.m.

Gym

Tolo

Girls Honor

4/23

Monday

30 min.

2:15 p.m.

Gym

Class Elections

Activities

5/3

Thursday

45 min.

2:15 a.m.

Gym

Wellness Assembly

Natural Helpers/
Wellness Week Team

LOCATION

PURPOSE

GROUP

FIELDTRIPS
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FIELD TRIPS
District Policy 6123 discusses "extended educational experiences" in four
categories:
1. FIELD TRIP - A classroom-oriented learning experience outside the
school campus which is no longer than one day in length. (Example:
Pacific Science Center)
2. CO-CURRICULAR ACTIVITIES - Non-classroom-oriented experiences of a
nature which normally have little or no school time involved; not
exceeding one day in length. (Example: ski club)
3. INTERSCHOLASTIC ACTIVITIES - Inter-school and out-of-district events
inwhich Kent students participate as representatives of Kent School
District.
(Examples:
Debate tournaments, marching band, athletics)
4. EXCURSIONS - An extended learning experience outside the school
campus which is more than one day in length. (Example: Music tours ,
state vocational contests, Close-Up)

Procedures;
1. Schedule the event on the master calendar at least 30 days in advance .
Seethe Activity Coordinator for appropriate form(s).
One or all of the
following forms will be necessary.
a) Field Trip Request Form
b) Excursion Supplement (for overnight trips only)
c) Professional Leave (for substitute)
d) Transportation Request (for district bus or district car)
2. Submit form(s) to the Activities Coordinator, department head, and
departmental administrator who will secure Area Manager and/or
Board approval as necessary.
Out-of-state trips require Board approval
and must be presented to the Board at least 45 days in advance.
Portland, Oregon, and Vancouver, BC are considered in-state and
require only Area Manager approval.
3. No field trips are to be scheduled the last week of the first semester or
afterMay 15 without administrative approval.
4. No field trips are to be scheduled the first week of the first semester
without administrative approval.

5. HOT SPOTS: Hot spots tend to occur during the five week period from
April 7 to May 15. These usually include DECA, VICA, Music, JROTC, and
Debatecompetitions.
These competitions along with athletic events and
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make-ups create a heavy pressure on taking students out of classes.
Please try to avoid scheduling field trips at these times.
6. Field trips are not to conflict with other trips or act1v1t1es. Therefore,
therewill be no more than two trips on the same day. This may vary
with thenumber of students involved in the trip.
Any exceptions
require administrative approval.
7. If students are going to drive they must submit Affidavit of Insurance
forms. There are to be no student drivers outside the SPSL boundaries.
8. Help your colleagues by taking a few minutes in your class before you
hand out the field trip forms to instruct your students on the proper
method of processing these forms:
a) Process with your teacher during the class time. This is usually
best done at the time the teacher is taking roll or at the end of
the class period.
b ) Do not interrupt classes to get teacher signatures.
c ) Do not stop teachers in the halls to get signatures. They
probably do not have their grade books with them at that time
anyway.
d) Be courteous to the teachers.
privilege, not a right.

Participating in a field trip is a

e) If you do not have your field trip form completed prior to the 3
day time limit, you will not go.
9. A staff signature on the form indicates that you have been informed of
the trip. Staff members may then comment on what the results of that
absence will mean to the individual student. Staff may recommend that
it would be in the best interest of the student not to attend, but a staff
member may not forbid the student from attending a field trip.
10. Substitutes: Each staff member should indicate in his/her grade book
how a substitute is to handle a student who is requesting your
signature and you are not available.

11. Field trips are not to be used as rewards.
learning opportunity.

They are to be an extended

12. Transfer Students: If you are taking a field trip and you have transfer
students who are not planning to attend, they are to be instructed to
stay at their home school. You must contact the home school and let
them know that those students are not attending your field trip.
13. Students who are not going: You are responsible for your students. If
for some reason they are not going and you do not have a professional
leave substitute, you are to make arrangements for your students to be
supervised. If someone in your department is covering for you then
make sure that they take roll and report absentees to the attendance
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'I

office. If your students are going to study hall, check with the study
hall teacher and sure that they give their approval for you to place
your students in their classroom.

14. Process the student permit forms at least two (2) days in advance. If a
student has not turned in all his forms with the appropriate signatures,
he may not go. Please do not force your colleagues to make decisions
about breaking of these ~idelines, You be the professional. You tell
the student they cannot iO because their forms are not complete.
15. An alphabetized list of student participants must be submitted to the
attendance office 2 days prior to the trip. Include date of the trip,
departure and return times.
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CHECKLIST: RETURN ALL FORMS TO THE ACTIVITIES COORDINATOR
1.

All field trips must be on the master calendar at least 30 days in
advance. See the Activities Coordinator. Any exceptions require
administrative approval.

2.

Transportation Request Form must be completed 30 days in advance.
Before it is sent to the Transportation Department, the following must
be included.

3.

1.

Budget number (see Head Secretary or Cashier). If it is
Vocational field trip you must send the form to the
Vocational Director for the number.

2.

Teacher/Advisor

3.

Department

4.

Activities Coordinator Signature

signature

Principal

signature

Staff member must use the school Field Trip Request Form.
be signed by the following in the order listed:
1.

2.

It should

Teacher/advisor
Department Head

3.

Activities

4.
radius)

Area Manager, if needed (Overnight or outside 75 mile

Coordinator

4.

Professional Leave: If you need a substitute to cover your class, you
should get a professional leave form. Indicate on the form who you
want to cover your class if you have a preference.

5.

Parent/Student Permission/Teacher Signature Form: Must be signed
and returned to the teacher/advisor a minimum of 3 days prior to the
trip.

6.

Alphabetized list, including trip date, departure and return times, to
the Attendance Office 2 days prior to the trip. Take roll on the trip
and tum it in to the Attendance Office the next day.

7.

Submit all Student/Parent Permission Forms to the Activities
Coordinator2 days prior to the trip. Make sure the forms are
alphabetized and correspond to the alphabetized list submitted at the
same time.

8.

Excursion Form: If ·you are planning to travel outside the 75 mile
radius or stay overnight, you will need to submit an Excursion Form
along with the regular Field Trip Request Form. This form must be
signed by the following:

152

1.

Teacher/ Advisor

2.

Principal

3.

Area

Manager

9.

School Board Approval:
receive

If you are going out of state, you must

10.

Annual Field Trips Forms:
explanation.

See the Activities Coordinator for an

(Policy) 7.0 ADVISOR/CHAPERONE* GENERAL RESPONSIBILITIES:
7 .1

Extended Educational experiences are part of the regular school
program.and students shall follow the same behavioral guidelines on
extended educational experiences as they do in the regular school
setting.

7 .2

The building principal shall designate a head advisor (certificated
staff if possible) and establish administrative contact person(s) to
contact should major time delays, questions, or problems develop.

7 .3

The head advisor assumes overall responsibility for the extended
educational experience and will inform chaperons as to their
responsibilities and behavior expected of them.

7.4

The head advisor shall inform students before departure that they are
expected to obey a reasonable request by a school official at any time
(including chaperones) as well as pre-established trip guidelines.
Students who are not willing to abide by these rules or who do not
have parental/guardian permission form will not go on the trip.

7 .5

Advisors and chaperons may detain, question and check students
regarding suspected violations of established rules when there are
reasonable grounds for taking such action.

7 .6

Advisors or chaperons may check students' possessions, baggage,
hotel room, etc., for illegal substances (alcohol, drugs, drug
paraphernalia) at any time that a reasonable basis exists for
suspecting that the student may have possession of any such
substance.

7. 7

The head advisor or chaperone will be accessible to the students at all
times.

7. 8

The head advisor shall pre-establish a curfew time usually no later
than 12:00 (midnight) for students on an overnight trip. A room
check/bed check may be conducted at that time.

7 .9

If any student is alleged to be in violation of any established rule or
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school policy, the advisor or chaperon should gather and record
necessary information as follows:
7 .91

Obtain statements from witnesses including any student
witnesses.

7 .92

When questioning witnesses to an incident, it is desirable
for more than one advisor/chaperon to be present. All
investigations should be recorded in notes.

*An advisor or chaperon must be 21 years of age or older and approved by the
principal.
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FIELD TRIP PARENT INFORMATION FORM, PART II
KENT PUBLIC SCHOOLS
School District No. 415, King County
Kent, Washington
Date _ __ __ _ _ __ _ _ ___ __ _
Dear Parent:
During the school year field trips may be planned as a integral part of the total
school program. These field trips may be walking trips to points close by or by
bus to more distant locations.
The parent has the option of approval by annual permit for all scheduled field
trips or approval by permit prior to each trip. Should you desire individual
approval of trips, so indicate below.
Supervision on field trips is provided by the teacher(s) and parents.
notified of all field trips as they are scheduled.
We believe
information
before your
detach, and

You will be

that field trips will provide your child with valuable experiences and
that cannot be duplicated within the school. We need your approval
child may participate in a field trip. Please sign the attached form,
return it to the child's teacher tomorrow.
Sincerely,
Principal
KENT PUBLIC SCHOOLS
School District No. 415, King County
Kent, Washington
FIELD TRIP PARENTAL PERMIT

Parent:

Please choose and sign option one or two.
1)

I give blanket perm1ss10n for
to take all
the field trips scheduled for the class during the current school
year.

Parent or Guardian
2)

I prefer to individually approve field trips for

Parent or Guardian
Date _ _ _ _ _ _ _ _ __ _ _ _ __
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CODE OF CONDUCT
I understand that all school and district policies are in effect on trips.

For

example:
A.

No consumption or possession of illegal substances (alcohol, drugs,
paraphernalia).

B.

Show courtesy and respect toward others at all times.

C.

No gambling.

D.

No use of tobacco.

E.

All rules, including schedules and curfew, will be strictly adhered to.

**********************

DISCIPLINARY ACTION
I understand that the following are examples of disciplinary action which may
be taken in the even that the Code of Conduct, school policies, or district policies
are not followed:
A.

Sent home immediately at his/her own expense. In addition, students
found in violation of school district policy No. 5114 regarding, but not
limited to, use/possession of illegal substances (alcohol, drugs,
paraphernalia) shall be subject to expulsion, suspension or discipline
which could result in loss of credits, denial of a diploma or removal from
school activities such as, but not limited to, commencement, trips, etc.

B.

Placed in the care of a chaperone.

C.

Confined to a specified area.

D.

Referred to school administration.

********************

MEDICAL RELEASE
Authorization is hereby granted to the director of the group to secure proper
medical attention and/or hospitalization of
in the event of a medical emergency.

The parent or guardian shall be contacted

prior to such action, and if this is not possible will be notified as soon as possible.
Name of Family Doctor

*********************
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SIGNATURES
I have read and agree to comply with all of the above while on the trip.
Please sign and return to the teacher/advisor:
Student
Parent
Teacher/ Advisor
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AUTO. PRIVATE USE

Procedures;
1.0

If a private auto is to be used on an extended educational experience, prior

approval of the principal or assistant principal is required.
2.0

If a private auto is to be used on an extended educational experience, the

parental information form shall indicate that the extended educational
experience shall be by private auto and whether the driver will be a
student or an adult.

3.0

2.11

The parental permit form shall indicate that the use of the private
auto is acceptable to the parent.

2.12

The parent permit form shall indicate that a student driver is
acceptable to the parent if a student driver will be driving.

The use of student drivers on extended educational experiences is
restricted to the following:
3 .1

For one day-field trips the use of student drivers is limited to the
boundaries of the Kent School District.

3 .2

For authorized school activities and interscholastic athletics the use
of student drivers is limited to the boundaries of the South Puget
Sound League.

3 .3

For any extended educational experiences not meeting the criteria
of 3.1 or 3.2 student drivers may be used but an approved adult must
be in each private auto used on the trip.
3.31

An adult is defined as someone 21 years of age or older.
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FORMS
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FIELD TRIP REQUEST FORM

KENT PUBLIC SCHOOLS
FIELD TRIP REQUEST FORM
lnititation Date________
School/GrouP,_ _ _ _ _ _ _ _ _ _ _ _ __

Date of TriP,_ _ _ _ _ _ _ _ __

Purpose of Trip (Educational J u s t i f i c a t i o n } ~ - - - - - - - - - - - - - - - - - - - - Time of Departure_ _ _ _ _ _ _ _ a.m./p.m.

Time of Return____________ am/p.m

Type of Transportation________________________________

D

Check if Transportation Request Form Is attached.

How will normal teaching responsibilities be covered?___________________

D
D

Check if Professional Leave Request Form is attached.
Check if Professional Travel Authorization is attached.

Estimate and describe expense to individual s t u d e n t ~ - - - - - - - - - - - - - - - - - - Provision for emergencies/unique medical needs of students< - - - - - - - - - - - - - - - - - -

D

Parents have been notified and permission obtained

Trips that are for more than one day are classified as an excursion. Completion of the Excursion
Supplement and area manager approval is required. Our-of-State excursions also require the approval of
the Superintendent and Board. Teachers should allow a minimum of one month to process these requests.

D

Check if Excursion Supplement Is attached.

*********************************************************************************************
Submitted by:
Signature________________
Teacher or Advisor
Route to:
Department Head
Activities Coordinator
Principal /Director
Area Manager/Superintendent/Board
(As Necessary)

Approved Copies to:
Activities Coordinator
Teacher/Advisor
Principal/Director

FIELD TRIP PARENTAL INFORMATION
Dear Parents:

Date' - - - - - - - -- - - -- -

1e class of which your child Is a member Is planning a field trip to _ _ _ _ _ _ __ _ _ _ _ _ _ __
(Place)

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ as a part of regular class work. We will leave
(Address)

(Phone Number)

from _ _ _ _ _ _ _ _ _ _ about_ _ _ _ _ _ _ _ _ on' - - - - - - - - - - - -- - - -- (Place)

(Time)

(Date)

and will be back at the school at approximately _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _
(Time)

Transportation (Check One)

Driver (Check One)

School Bus§
School Auto
Private Auto

District §
Parent
Student
(Teacher)

I understand that I must have this form signed and returned three days prior to the trip or I may be denied participation.
I also understand that I am responsible for the information I will miss in my classes.
(Student Signature)
Dear Colleague:
This field trip is planned for the educational benefit of this student. Please discuss the effect of this absense with the student
and arrange for assignment (s).
ailure to clear the field trip three days prior may involve denial of the student's participation In the trip. Please have the ·
student initial that the two of you have had a discussion. Note any assignments, concerns, etc.
Thank you for your cooperation.
Staff
Signature
Period
Period
Period
Period
Period
Period
Period

Student
Signature Comments

O
1
2
3
4
5
6

FIELD TRIP PARENTAL PERMIT
To Teacher:

Date' - - - - - - - - - - - - - -

I give permission for._________ to take a field trip to · -- - - -- - - - - ~ on _ __ _
(Student's Name)

(Place)

with the transportation arrangements as specified below:
Transportation (Check One)

Driver (Check One)

School Bus§
School Auto
Private Auto

District §
Parent
Student

(Parent or Guardian)

(Date)

EXCURSION OR ACTIVITIES PARENTAL INFORMATIONAL FORM

6123.4

EXCURSION OR ACTIVITIES PARENTAL INFORMATION
Date
Dear parents:

---

The
--,---""e""':'"......,....,,-----------------------------is planning
a trip* to:
Place
Address
Phone Number
Place of Lodging
We will leave from ----,-(p..,..la-c-e). . - - - - - - - - - about
(tim_e_ _ _ _ _ _ _ _ _ __ _ _ __

on

- - - - - - - -. Transportation will

be by:

Charter Bus
School Bus
School Auto
Private Auto
Student Driver

--under the supervision of
--,....,...,...-,.,,-,-----,--,---.----,--,------------- - and
We will be back at the school on
,
at about
. During the trip, local emergency contact may be made with
- - - - - -------,whose school extension is
, and home phone is
- -- - - - - - - - ----,----,-,,-

The following special health problems should be noted and adequate precautions taken: (list such items
as unusually severe reaction to bee stings, other severe allergy, hemophilia, diabetes, heart disease, etc.)

(Parent or Guardian)
*If more than one trip is planned, see attached schedule.
(over)

6123.75

AUTO, PERSONAL USE FORM
Use of Personal Automobile
Affidavit of Insurance
Date

----

Name of Registered Owner _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _
Name of Driver

--------- ----- ---------------------- ----- ------ --------Vehicle Description
---------------------------

Address of Owner

Insurance Coverage $

------(per person)

$ -=-.,..----,--(Per Occurence)

$ ~ ----=:-------,.(Property Damage)

Owner's Insurance Carrier

------------------------Field Trip Destination
- - ------ ----------- --- --- -

I hereby state that I understand that I am accepting primary responsibility for all persons/students that I am
transporting in my personal vehicle. I also acknowledge and certify that I have liability insurance in force
that meets the stste minimum insurance standards, that the driver to the vehicle is covered, and that I am
not self-insured.

Registered Owner
Driver (if other than registered owner)

EXCURSION SUPPLEMENT FORM
KENT PUBLIC SCHOOLS
EXCURSION SUPPLEMENT
School/GrouP._ _ _ _ _ _ _ _ _ _ __

Destination.___ _ _ _ _ _ _ _ _ _ _ __

Dates,.....__ _ _ _ _ _ to,.....__ _ _ _ _ _ _ Number of school days affected,....__ _ _ _ _ _ __
Plan for h o m e w o r k / m a k e - U P . ~ - - - - - - - - - - - - - - - - - - - - - - - - - -

Names(s) of certificated staff supervising on triP . ~ - - - - - - - - - - - - - - - - - - --

Name(s) of parent/patron chaperones,.....__ _ _ _ _ _ __ _ _ _ _ _ __ _ _ _ _ _ _ __

Date by when chaperones will be briefed.___ _ __ __ _ _ _ _ _ _ __ _ __ _ _ _ __
Arrangements for meals.,___ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ __
Housing arrangements.____ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ __
Has travel/accident insureance been provided?_ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ __ _ __

Estimated costs:

to individual student

$_ _ _ _ __

to district general fund
(include substitute cost)

$._ _ _ __

total for group
Source(s) of revenue._________ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ __ _ __ __

Plan for students without funds,...__ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Additional Comments.___ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

*********************************************************************************************

Teacher or Advisor Signature
Attachments:
-Hourly /daily itinerary
-List of students expected to participate
-Other_ _ _ _ _ _ _ _ _ _ _ __

FORMS

ACTIVITY PLANNING SHEET
Type of activity:,__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ __ __
Sponsor:._ __ _ _ _ _ _ _ _ __ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Organization:,__ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Name or theme of event.:_- - - - - - -- - -- - - Date of event:._ _ _ _ _ _ _ __
Name of person in charge:__ _ _ _ _ _ __ _ _ __ _ Home phone._:- - - - - - - Planning committee:,__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ _ _ __
Date of event:
Time startin...,.___ _ _ _ __ Ending:._ _ _ __ _ _ _ _ _ _ _ __
Location of event. : _ - - - - - -- - - - - - - - - - - - -- - - - - - - - - - Who is the event designed for:._ _ _ __ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ __
Budgeted amount for publicity:__ _ _ _ __
Methods of publicity. : _ - - - - - - - - - - Frequency of event._:_ _ _ _ daily _ _ _ _ weekly
bi-weekly _ _ _ _ _ monthly
______ quarterly
semi-annually
annually
Will tickets be needed?_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ __
Ticket price_:____ ____ Ticket outlet locations. : _ - - - - - -- - - - - - - - - VVhen?_ __ _ _ _ _ _ _ __ _ _ _ _ _ _ _ __
Ticket sales deadline._
: - -- - - - - -- - -- - - - - - - - - - - - - - - - - Seating arrangements:._ __ _ _ _ _ _ __ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Parking arrangements:,__ _ _ _ _ _ _ _ __ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ __
Dress?_ _ _ _ _ _ _ _ _ _ __
Refreshments.:_-- - -- - - - - - - - - - - - When should publicity begin?_ _ __ __ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ __ _
Kinds of publicity.:_-- -- - - - - - - - - - - - - - - -- - - - - - - - - - Newspaper._____ Radio
TV_ _ _ _ House magazine._ _ _ __
Flyers__ __ __ _ Banners._ _ __ _ ___ Billboards__ _ _ _ _ __
Special other ways:._ _ _ _ __ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Printed programs:_ _ Yes _ _ _ _ No When?._ _ __ _ _ __ _ _ _ _ _ _ _ _ _ __
Who is doing this?_ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ __ _ __
Information for the program:._ - - - -- - - - - - - - - - - - - - - - - - - - - -

Special theme/logo/ colors. : _ - - - - - - - ~ - - - - - - - -- - -- - - - - - Information about performing group, special guest or speakers:._ _ _ _ _ _ _ _ _ _ _ _ _ __
News pegs:,__ _ __ _ _ _ __ __ _ _ _ _ _ __ _ _ _ _ __ _ _ _ _ _ __
Goals/purposes for doing this:,__ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ _ _ _ __
Additional information/ideas/ suggestions:._ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ __

Report submitted bY.- - - - - - - - - - - - - - - -- -

ASB/CLASS
Secretary's Worksheet
Meeting of,_ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __ _ _ _ _ _ _ _ __ _ __
Date.___________________ __ _ _ _ _ _ __ _ _ __ __
Presiding officer_ _ _ _ _ _ _ _ _ _ _ _ _ _ _-,--_ _ _ _ _ _ _ _ _ _ __ _
Members present,___ _ _ _ _ _ _ _ _ _ _ _ _ Absent,___ _ _ _ _ _ _ _ _ __
Minutes of previous meeting _....,...,,..,,...,~=.,..,,...,==""""""~------------<state n accepted, corrected, etc.)
Officer's r e p o r t s ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - Treasurer's r e p o r t s ~ - - - - - - - - - - - - - - - - - - - - - - - - - - - , Committee reports ( and actions taken as a result of these reports on deferred or assigned business)
1. Report of committee on~ - - - - - - - - - - - - - - - - - - - - - Presented bY.
written report(attached)
verbal'---Recommendations or motion!,...__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Maker of motion
seconded by
Vote_ for_ _ against,...____
2. Report of committee on!,__ _ __ __ _ _ _ _ __ _ _ _ _ _ __ __ _
Presented bY.
written report(attached)
verba,_I_ __
Recommendations or m o t i o n ! . - - - - - - - - - - - - - - - - - - - - Maker of motion
seconded bY.
Vote_ for_ _ against,___
Business (Carried over) (Unfinished business)
Item
Presented bY._ _ __ _ _ __ _ __ _
Action,__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Maker of motion
Seconded bY._ _ _ __ _ _ _ _ _ __
Vote
for
agalnst'--------------New Business (for each item record action taken, if referred to committee. List it if action is taken;
record it. If it Is deferred list it for next time.)
1. Item
Presented bY._ _ _ _ __ __ _ _ _ _ _ __
How handled?._ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ _ __ __
2. Item
Presented bY._ _ _ _ _ _ _ _ _ _ _ _ _ __
How handled ? - - - - - - -- -- - - -- -- - - - - - - - - , - - - - , - Announcements or other reports (those requiring no action - attach copies of these to minutes)
1. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Reported b Y . - - - - - - - - - - - - - - - - - - - - - - - - 2. - - -bY.
-_
-_
-_
-_
-_
-_
-_
---_
-_
-_
-_
-Reported
__
_____-__
__
___
3. _________ _ _ _ __ __ _ _ _ _ _ _ __ _ _ _ _ __ _ __ _

Reported bY._ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
New committees appointed (include task assigned)
1. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ __ _ _
Members'----------------------------Task assigned' - - - - - - - - - - - - - - - - - - - - - - - - - - Date
d
e
~
--_
-_
-_
-_
--_
-_
-_
-- -_
-_2. _
_ report
___
_u
__
_
__
___
___-_
____
Members'------_
-__
- -_
-_
-_
-__
-- __
- -_
-_
--_ _
-_
-_
-_
-_
--Task
assigned,____ _ _
__
__Date report due.,___ _ _ _ __ _ _ _ __ _ _ _ _ __ _ _ _ _ _ _ __
Summary of program,.__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __ _ _ _ _ __
Guest p r e s e n t ' - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - Adjournment'--....,....,.-~~=e=r-,=--==,_--------------- - - - ( lim e ol adJournma nt and how)

Signature of secretary

Note: Collect a copy of all reports given and attach them to the minutes. Check with absentees. Type up
a summary for members, advisor, and administration.

Date

___ /__ /

COMMITTEE ASSIGNMENT AND WORK SHEET
Assignment.....__ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __ _ _ _ _ _ _ _ __ _
Date of Event.___ __ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ __
Date of Committee Meetin_,___ _ _ _ _ _ _ Place._ _ __ _ _ _ _ _ _ _ _ Time'---- Place
Time_ _ __
Committee Chairperson.....__ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ __ __
Members
Possible Plans (Project)

Disadvantages

Advantages

Plan (Project) Chosen.....__ _ _ _ _ _ _ _ _ _ _ Reason Why__ _ _ _ _ _ _ _ _ _ __

Plan (Project) Development (See Attached)
Special Assignments

Persons Responsible

Deadline

Properties Needed

Persons Responsible

Deadline

)
Project Activity Planning

Projected Cost of P/ A

Actual Cost

(Title of Project Activity)
(Purpose of Project Activity)
Committee Members

Equipment and Materials Needed~ - - -- -- -

Personnel Needed'---- - - -- - - - - - -(Chairperson of Committee)
Schedule of Workers.,___ __ _ _ _ _ _ _ __
Subcommittees:

Date of P/A

Time of P/A

Planner

Date

---AUDITORIUM REQUEST

, use a separate form for each requested activity or meeting.
i"'lb. _d

schedule the activity on the master calendar in the Activities Office before submitting this form.

Indicate the date this was done:
Days of the Week
for the Event:

- - - - - ------------------------------Requested Period
or Time:

Participating
Group:

Nature of the Meeting
or Assembly:

Month _ _ _ _ _ _ _ __ _ _ _ Public address equipment needed _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date

------------

Number of microphones
Standing
Lavoliers _ _ _ _ __
Lighting equipment needed: House Lights
----

- - - - - - -- - -- - - -- --

Overhead Lights _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Footlights_ _ _ _ __ _ _ _ _ _ _ _ _ _ _ __ __ __ _ _ _ _ __
Special Lighting
Equipment_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __ _ _ __
Stage props required - - - - - - - - -- - - - - - - - - - - - - - - -- - - - - -Special equipment needed

- - - - - - -- - - - - - - - - - - - - - - - - - - -- - - -

Person to contact for questions concerning the event _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ __ _
Home Phone

-------------

----------------------

· ··odian Requested: ___ yes ___ no
Stage Director Requested: _ _ yes _ _ no

For Stage Director: Number of stage crew members required

--------------------------

Assignments
Equipment

- - - - - - - - -- - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - -- - - - - - - - - - - - - - - - - - - - - Date submitted
- - -- Date received
Advisor's Signature
- -- - - - - - - - - - - - - - -- - - - - - - - - - - - - Comments, Information, etc.:

Request of

--- - - (please print)

(Organization Represented)

Today's Date

- - - - - - --DANCE PERMIT
NAME OF DANCE

Sponsoring Organization

Signature of Sponsor

Date of Dance.__ _ __ _ _ __

Signs

Place of Dance._ _ _ _ _ _ _ __

Equipment Needed (See Activities Director)

Admission for Dance: Cost.:_____
Stag in,,.__ __ _ _ _ _ _ _ __
Pre-Sale._ _ _ __ _ _ __
At the door._ _ __ _ _ __
Complimentary to_:______

(See Activities Director)
Posted at each door stating that students
who leave the dance may not return, etc.

Lights._ _ _ __ __ _ _ _ _ _ _ __
Chairs._ _ _ __ __ _ _ _ _ _ _ __
Tables._ _ _ Others (Specify),_ _ _ __

Music
Records.__ _ __ _ _ __
Band~ - -- - - - - -

Thank You Committee: _ _ _ _ __ _ __

1. Contract Signed:
/
/
(Contract to be completed and submitted
to Activities Director at least 10 days
prior to the dance.)

Sponsors (Faculty members only) _ _ __
Minimum of
for small dance
Minimum of
for large dance

2. Payment by:

Signatures of Chairpersons:

a. Cash~ - - - - - -b. Check' - - - - - - - - Other Details
Police Ordered _ _!__!__
Tickets and/or stamp for hands
yes_ _ no_ _
Other Considerations

NOTE: Permit must be completed one week
or more in advance of the dance and
submitted to the Activities Director.
The director will then communicate with
sponsors regarding their responsibilities.

1. _ _ _ _ _ _ _ _ _ _ _ __ _ _ __
2 . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
3 ._- - - - - - - - - - - - - - -4,_.- - - - - - - - - - - - -- - 5.._
. - - - -- - - - - -- - - -- -

6.,___ _ _ _ _ __ _ _ _ _ _ _ __ _
? ., __ _ _ __ _ _ _ __ _ _ _ _ __

Signature of Director of Activities (Signed only
after all other sections have been completed.

Date _ _! __! __

POST-MEETING REACTIONS FORM

Directions. You are to rank-order each set from 1 (most like) to 10 (least like) to describe
the meeting and your behavior. Use this procedure: In each set, first identify the
statement you would rank 1, then the one you would rank 10, then 2, then 9 - alternating
toward the middle of the scale.

The meeting was like this:
( ) There was much warmth and friendliness.
( ) There was much aggressive behavior.

( ) People were uninterested and uninvolved.
( ) People tried to dominate and take over.
( ) We were in need of help.

( ) Much of the conversation was irrelevant.
( ) We were strictly task-oriented.

( ) The members were very polite.
( ) There was much underlying irritation.
( ) We worked on our process issues.

My behavior was like this:
( ) I was warm and friendly to some.
( ) I did not participate much.
( ) I concentrated on the job.
( ) I tried to get everyone involved.
( ) I took over the leadership.
( ) I was polite to all.
( ) My suggestions were frequently off the point.
( ) I was a follower.
( ) I was irritated.
( ) I was eager and aggressive.

MEETING EVALUATION
INSTRUCTIONS: Think about the meeting you have just attended in light of the items below. Check the
statements that most accurately describe your observations.
1.

DIRECTION

_ _ _ _ _ _ a.
_ _ _ _ _ _ b.
_ _ _ _ _ _ c.
_ _ _ _ _ _ d.
_ _ _ _ _ _ e.
2.

DECISION-MAKING PROCESS

_ _ _ _ _ _ a.
_ __ ___ b.
_ _ ____ c.
_ _ _ ___ d.
_ _ _ _ _ _ e.
_ _ _ _ _ _ f.
_ _ _ _ _ _ g.

3.

_ _ _ _ _ _ d.

Ideas and opinions were expressed with little conviction/with commitment.
Polite give-and-take resulted in a friendly session. The climate was good.
Discussions were on a "win your own point" basis; people held tight to personal
point of view.
Ideas and convictions were expressed frankly and honestly; differences were worked
through to genuine mutual understanding.

ATMOSPHERE

_ _ _ _ _ _ a.
_ _ __ __ b.
_ __ _ __ c.
_ _ _ _ _ _ d.
_ __ ___ e.

5.

Remarks were not picked up. Solo conversations happened.
After support of a thought by one or two, a course of action developed.
Bulldozing by one of even a few.
Compromise was the key to reaching decisions.
Decisions were based on complete understanding and agreement.
I was comfortable/uncomfortable with how we made decisions.
Although different ideas and opinions were expressed, reasonably acceptable
positions were reached; people moved from their position to make group progress
possible.

EXPRESSING IDEAS

_ _ _ _ _ _ a.
_ _ _ _ _ _ b.
_ _ __ __ c.

4.

Comments slid from point to point; people didn't seem to really care about what
we were doing.
Harmonious discussions among agreeable people focused on the meeting goals.
One person, or several, took over and controlled the topics and the flow of
discussion. (Controlled our direction.)
The leader stepped in to try to keep the session organized, focused, and on time.
Lively exchange of views with each person regulating personal contributions. Our
goals were group-selected and achieved.

Going through the paces, flat, and lifeless.
Easygoing and pleasant.
Win-lose competitiveness; critical and tense.
Interesting and satisfying-open and warm.
Penetrating and rewarding; challenging, caring, productive.

EVALUATION

_ _ _ _ _ _ a.
_ _____ b.
_ _ _ _ _ _ c.
_ _ _ _ _ _ d.
_ _ _ _ _ _ e.
_ _ _ _ _ _ f.

Little or no attention given to discussing group action.
Compliments given, but faults not examined.
Fault-finding; unconstructive criticism.
Suggestions of how to do differently or better.
Real effort to evaluate the group while It was working, both for improving action and
for learning.
Productive/fulfilling/quality/good use of time/a waste.

Date Today_ _ _ _ _ _ __

Responsibilities
(Who's in Charge)
1.

Let's clear it:

2.

Posters, newsletter, announcements
special promotions

School calendar, room requests
custodial services

3.

Let's get the equipment:

4.

Let's clean up:
Pick up, take down, erase,
throw away, make clean

Let's work:
Ticket takers, judges, transportation,
pick goods up, set it up, sell
it, count it.

Chairs, tables, flags, P.A.
system, lights, podium, cash
box, tickets, props

5.

Let's Publicize it:

6.

Let's give awards:
Thank you notes, prizes, special
recognitions awards

If you have any questions, see the project chairperson:

What other things must be done?
Event:
Responsible Party:
Event:

Responsible Party:

What will it be like when this has been done?

Event:
Responsible Party
Event:
Responsible Party:

AGENDA FORM
Agenda: Meeting No.

Date

-----

Period

---

Room

---

Call to order by president_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _at (time) _ _ _ _ __ _ __

Roll Call

------------ Members Absent- - - - - - - - - - - - - - - -

Minutes of the last meeting by secretary

- -- - - - - - - - - - - - - - - - - - - - -

Changes

-------------------------------

Reports of officers

- -- - - - - - -- - - - -- - - - - - - - - - - - - - - -

CommitteeReports

- - -- -- - - - - - - - - - - - - - - - - - - - - - - - -

Unfinished Business

- - - - - - - -- - - -- - - - - - - - - - - - - - - - - -

New business

-------- ------------ ------------

Announcements

-------------------------------

Adjournment time

- - - - - - - -- - - - - - - - - - -- - - - -- - -- - -

Today's Date _ _ _ _ _ _ _ _ __

ACTIVITY CHECKLIST
Activity_ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ __ _

Date of Activity_ _ _ _ _ __

O r g a n i z a t i o n ' - - - - - - - - - - - - - - - - - - - - - - Time of Activity_ _ _ _ __
Activity Chairperson~----------- Place of Activity_ _ _ _ _ _ _ _ _ _ __
Arrangements for Activity_ _ _ _ _ __ _ _ _ _ _ _ __ _ _ _ _ _ _ _ __ _ _ _ __
Planning Meeting with Activities D i r e c t o r s ~ - - - - - - - - - - - - - - - - - - - - - Buildings Usage,.....__ _ _ _ _ _ _ _ _ _ _ _ __

Arrange for this from activites office.

Audiovisual Equipment. Audiovisual telephone. (Call well in advance to order equipment.)
Pick up
Return -

/
/
;-;~

P.A. System
--Microphone
--Extension
--Cord

Tape Deck
--Mixer

Mike Stand
- -Strobe
Person in Charge

- ---------

Custodian Requested:

- -- -Yes - - - -No

Security Requested:

Securitywill bearranged by...,,.,,...--...,,.,....,---,.......,.......,....,...---,---,---,-----,,-,----,----.------,--Plan in advance so that officers will be avialable to help. Number of people
needed
Date co-n"""fi~rm
- ed- , - - - - - - - -

Sponsors

Administrator

Person in Charge

-----------

Refreshments
Needs
Person in Charge

- - - - - -- - - - -

Publicity:

Announcements

Cash Box: Amount needed
Decorations: Time

PEMS

Posters

Media

- - - - - - - Person in Charge- - - - - - - - - - - - -

---------

Person in Charge_ _ _ _ _ _ _ _ _ _ _ __

Refreshments:
Person in Charge

---------

Clean Up: Custodians are on duty until
p.m. After that, the building is locked. Arrange for the
event to end 15 minutes before closing to allow time for clean-up. Encourage guests to leave the
building on time.
Person in Charge.,___ _ _ _ _ _ _ _ __

Day /Date"-----ACTIVITY APPLICATION FORM

Name of Organization,...___ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Title of ActivitY._ _ _ _ _ _ _ _ _ __ _ _ _ Day/Date of ActivitY._ __ _ _ _ _ _ _ __
Beginning Time' - - - -- - -- - - - - - - - - Ending Time/ Pl a c e " - - - - - - - - - -Committee Chairperson.___ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Committee Members:
Here is a brief explanation of this activitY._ _ __ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ __

The purpose of this activity_ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ __

Are parent permission slips needed for this a c t i v i t y ? - - - - - - - - - - -- - - - - - - Equipment needed for the activitY._ _ _ _ _ _ _ _ _ __ _ _ _ _ __ _ _ _ _ _ _ _ __
Projected Expenses:
For:
For:

$
$
$

For:

Individual cost to the student?_ _ _ __ _ _ _ __
Projected attendance._ _ _ __

Other expenses"-------------

Specific audience._ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Contact for more information,__ _ _ _ _ _ _ _ _ _ _ __ _ _ _ __

Phone._ _ _ __

This application should be subnitted to the Activities Office at least two weeks prior to the event.
Date discussed at Student Council Meeting:"'-----------Approved:__ Not approved:__ R e a s o n s : ' - - - - - - - - - - - - - - - - - - - - Approval Signatures:
Student Leader_ _ _ _ _ _ __ _ _ _ _ _ _~
Advisor_ _ _ _ _ _ _ _ __ _ _ _ _ _ _ __
Activities Coordinator_ _ _ _ __ _ _ _ _ _ __

Date~ - - Date_ _ __
Date_ _ __

Other important information:._ _ _ _ _ _ __ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ __ __

REQUEST FOR FUNDRAISING ACTIVITY
Date

--- -------- ---- ---- ---------------Name of Organization
----- ---------------- ------- Type of Activity Desired
---------- -----------------0 n or Off Campus
- ------ - -------------------- - Purpose of Sale
- - ------------ --------------- - Dates of Sale Desired

- - - - -- - - - - - -- -- - - -- -- - - - - -- -Cost of Items to be Sold

Each

- - - - -- - -

Case

- - ------

Amount Each Salesperson
To Be Given

- - - - -- - -

De IIvery_ _ _ __ __
Tax

-------- -

Total Cost

- - -- - Sale Price
- - - -- Total Profit Expected

-----

After Sale Accountability
Total Purchased Cost

--------

Total Sold

- ---------- -

Profit Collected

- - --------

Explanation of Lost, Stolen Items

- - -- - - - - - - - - - - -- - - -- - - -- -

Approved

----

Advisor's Signature

Disapproved

---

Date

- - -- --

President's Signature

BUDGET REQUEST FORM

School
School Year
Name of Organization
Last year's allocation

$

Last year's request

$

This year's request

$

Estimate of funds expected through fundraising this year.
$

Amount of funds needed this year above Associated Student Body allocation.
$

Specific expenses for this year.

Last year's budgeted revenue

$

Last year's actual revenue

$

Percent of members with student body cards
Prepared by:

Date

A HANDBOOK

FOR

ADVISORS

BY
DOUG HELGESON

TABLE OF CONTENTS
INTRODUCTION ..................................................................... 3
SAMPLE AGENDA ................................................................. 4
ADVISORS' JOB DESCRIPTION ............................................ 5
ROLE OF AN ADVISOR ......................................................... 1 5
ESTABLISHING A CLUB ..................................•...................

2 2

CHARTER CLUB APPLICATION ..........................................

2 5

SAMPLE CONSTITUTION ....................................................

2 8

CLUBS, ACTIVITIES, AND EVENT SCHEDULING .............

34

RESTRICTIONS ON THE USE OF PUBLIC MONIES ............

35

ASB CLUB BUDGETS ....................... ......................................

3 8

FUND RAISING ....................................................................

4 1

PURCHASING .......................................................................

52

2

INTRODUCTION

The Kent School District believes that student activities, outside the
regular curricular program, are an integral part of its complete educational
program.

Student involvement m these programs can add to their educational

experience and meet needs which may not be provided for by the curricular
program.
Advising student activities requires time and effort.

In the case of an ASB

club or class advisor, the time and effort are essential if the club/class is to
operate for the benefit of its members, the school and the community.
A copy of the job description for an ASB club/class advisor is included in
this manual.

Advisors should read, or reread, it carefully.

that supervision of the student group is a requirement.

It must be emphasized
Students should be

encouraged to participate fully in all phases of club activities - from planning to
recordkeeping.

However, they cannot be expected to manage their club/class

and activities without advisor supervision.

The students must be taught the

correct ASB procedures and advisors must carefully monitor the students' use of
these

procedures.
This Activity Advisor's Manual is designed to provide the information

necessary to properly advise an ASB club/class.

The end result should be a club

which operates within state guidelines, and whose recordkeeping meets with
approval from the state examiner's office.
If you have questions regarding procedures, ask the Activities

Coordinator.
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AGENDA
ACTIVITY ADVISORS' MEETING
KR HIGH SCHOOL A-20
FRIDAY, AUGUST 30, 1991, 9:00AM

1.

Purpose of meeting

2.

Activity Advisor Handbook

3.

Transportation

4.

Field Trips

5.

Master Calendar

6.

Fund Raisers

7.

Purchasing

8.

Dances

9.

Open Agenda Items

Policy
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KENTRIDGE SENIOR HIGH SCHOOL
EXTENDED SERVICE JOB DESCRIPTION
POSITION:

High School Club Advisor/Class Advisor
Activities

TO WHOM REPORTING:

Coordinator

POSITIONS
SUPERVISED:

POSITION DESCRIPTION (General Statement):
The club or class advisor has the responsibility of providing general
supervision and leadership to the sponsored club or class.
POSITION GOALS:

To improve supervision of the club or class administrative requirements
(accounting,

bookkeeping,

etc).

To provide necessary leadership and support to the sponsored club or class
to facilitate achievement of its goals and objectives.
SPECIFIC DUTIES, RESPONSIBILITIES:

1. Coordinate and schedule activities.
2. Schedule

meetings.

3. Serve as resource person.
4. Supervise handling and accounting of funds.

(Financial records,

purchase requests, check requests and budget development).
5. Supervise and

chaperone activities.

6. Supervise election of officers.
7. Supervise fund raising activities.
8. Supervise

transportation

arrangements.

9. Help with problem solving and conflict resolution.

10. Supervise

development of club/activity

constitution.

11. Provide an annual evaluation for Activities Coordinator.

12. Provide annual goals for Activities Coordinator.
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QUALIFICATIONS REQUIRED:
Rapport with students: interest in activity; and willingness to spend time
and

effort.
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JOB DESCRIPTION

VOCAL DIRECTOR
DUTIES:
1.

Will supervise (3) three concerts per year.

2.

Will supervise solo ensemble performances (concert).

3.

Will supervise extra rehearsals (graduation, competition, etc).

4.

Will supervise fund raising activities - dances, candy sales,
benefits, concerts, etc.

5.

Will supervise and prepare students for solo ensemble and
contests .

6.

Will supervise and prepare students for choral festivals and
contests.

7.

Expected to sing the National Anthem at selected activities.

8.

Will make arrangements and prepare students for attendance
at conventions, All-State, All-NW, Music in May, etc.

9.

Will assist students in preparation for contests, auditions, etc.

10.

Will prepare and

arrange community performances.

11.

Will make all arrangements for tour after seeking approval from
principal and raising necessary funds.

REPORTS TO:
The Vocal Director reports to the Principal and/or the Activities
Director on a regular basis.
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JOB DESCRIPTION

CHEERLEADER ADVISOR:
DUTIES:
1.

Responsible for planning and supervising regular practices.

2.

Will coordinate uniform and accessories orders.

3.

Will provide for supervision and transportation to events.

4.

Will coordinate and facilitate tryouts.

5.

Responsible for planning and organizing banquets and award
ordering and presentations.

6.

Will supervise all fund expenditures.

7.

Will plan, coordinate and supervise fund raising activities.

8.

Will

9.

Will establish standards for behavior and performance.

regularly

evaluate performances.

10.

Will coordinate camp and clinic attendance.

11.

Will provide for student personal growth through counseling,
self-esteem and leadership activities.

12.

Work with parents, faculty and administrators to facilitate
common goals and enhance communication.

REPORTS TO;
The Cheerleader Advisor will report to the Activities Director and to the
administrator in charge on a regular basis.
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JOB DESCRIPTION

DRILL TEAM ADVISOR
DUTIES;
1.

Responsible for planning and supervising regular practices.

2.

Will coordinate uniform and accessories orders.

3.

Will coordinate and facilitate tryouts.

4.

Responsible for planning and organizing banquets and award
ordering and presentation.

5.

Responsible for planning and supervising fund raisers.

6.

Establish and maintain standards for behavior and performances.

7.

Provide for student personal growth through leadership
activities.

8.

Work with Band Director and members to coordinate
performances.

9.

Work with parents, faculty and administrators to facilitate goals
and enhance communication.

REPORTS TO:
The Drill Team Advisor will report to the Activities Director and to the
administrator in charge on a regular basis.
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JOB DESCRIPTION

FUTURE BUSINESS LEADERS OF AMERICA <FBLA} ADVISOR;
DUTIES;
1.

Will supervise periodic club meetings.

2.

Will supervise club activities outside of school; including field
trips and state and/or national conventions.

3.

Will help all officers to understand and fulfill their duties,
including keeping track of minutes, monies, purchase orders,
etc .

4.

Will correspond with the state and national offices with regard to
dues, membership and state and/or national meetings.

5.

Will help organize the yearly installation of officers.

6.

Will make out all necessary purchase orders, checks, letters, etc.
in dealing with the administration of the chapter.

7.

Will communicate with the Activities Director, the Principal
and/or the School Board with regard to activities of the group .

REPORTS TO;
The FBLA Advisor will report to the Activities Director on a regular
basis .
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JOB DESCRIPTION

YEARBOOK ADVISOR

DUTIES:
1.

Will select and train the annual staff.

2.

Will send out bids to various annual production companies and
select the
printing company.

3.

Will prepare a yearly budget.

4.

Will meet with yearbook company representatives to select
yearbook format and work out problems.

5.

Will promote the sale of an annual and supervise its distribution.

6.

Will supervise the overall production of the yearbook (annual) in
layout design, picture quality and quality copy.

7.

Will be accountable for all equipment and materials used in the
production of the yearbook.

REPORTS TO:
The Yearbook (annual) Advisor will report to the Activities Director
and/or the Principal on a regular basis.
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JOB DESCRIPTION

DRAMA ADVISOR
DUTIES:
1.

Responsible for play production scheduling and transportation.

2.

Responsible for setting hours of rehearsals or activities, selection
of program, and cast selection.

3.

Responsible for purchase orders, expenditures of funds, revenue
accounting and transactions related to ASB programming and
funding.

4.

Responsible for regular turnouts of the students assigned during
the activity season and for the supervision of all participants
during the times set for rehearsals, crew work or performances.

5.

Responsible for all equipment used in the activity and the
security of all facilities at the close of the activity.

6.

Responsible for facility

scheduling.

REPORTS TO:
The Drama Advisor reports to the Principal and the Activities Director
on a regular basis.
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JOB DESCRIPTION

BAND DIRECTOR
DUTIES:
1.

Responsible for the supervision of band at all activities the band
is involved in.

2.

Will schedule extra rehearsals (graduation, competition,
marching, etc).

3.

Responsible for fund raising activities (dance, candy sales, etc)

4.

Will prepare students for solo, ensemble competition, band
festivals, contests and parades.

5.

Responsible for half-time shows and extra rehearsals for fall.

6.

Responsible for band participation at home football games and
possibly playoffs.

7.

Will make arrangements and prepare students for attendance at
conventions, All-State, All NW, Music in May, etc.

8.

Will assist student in preparation for contests and auditions.

9.

Will prepare for and arrange community performances for band
(concerts).

10.

Will make all arrangements for band tour after seeking approval
from district and raising funds to cover tour.

11.

Responsible for winter activities schedule in coordination with
Activities Coordinator.

REPORTS TO:
The Band Director reports to the principal and/or the Activities Director
on a regular basis.
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JOB DESCRIPTION

DECA ADVISOR/VICA ADVISOR
DUTIES:
1.

Will supervise periodic club meetings.

2.

Will supervise club activities outside of school; including field
trips and state and/or national conventions.

3.

Will help all officers to understand and fulfill their duties,
including keeping track of minutes, monies, purchase orders etc.

4.

Will correspond with the state and national offices with regard to
dues, membership and state and/or national meetings.

5.
6.

Will help organize the yearly installation of officers.
Will make out all necessary purchase orders, checks, letters, etc.
in dealing with the administrations of the chapter.

7.

Will communicate with the Activities Director, the Principal
and/or the School Board with regard to activities of the group.

REPORTS TO:
The DECANICA Advisor will report to the Activities Director on a
regular
basis.
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THE ROLE OF AN ADVISOR
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THE ROLE OF AN ADVISOR

Advisors are people born of another world, having extra amounts of
energy, enthusiasm, patience, and practical jokes.

Their offices are stacked

and cluttered with campaign posters, charts, brochures, costumes,
homecoming decorations, papers, and cookie crumbs from last night's party.
Their desk, chairs and typewriters are used more by students than by
themselves.

Some of them must even stand in line to use their own office or

sneak off to the library to find a quiet corner to prepare tomorrow's lessons.
Advisors are usually the first to arrive in the morning and the last to
leave at night.

Seldom do they work down the hall alone.

They are loaners of

money for candy, chips, lost meal tickets, pencils, dates, and at times, speeding
tickets.
items

Thank you notes, love notes, holiday cards and treats are common
received.
At times, advisors must be willing to find their office piled to the ceiling

with newspaper, drawers full of confetti, telephone receivers missing, pies in
their face, goldfish in their purses or pockets, and many more fun and
exciting

surprises.

Advisors become second fathers and mothers for students.

They share

with them times of happiness and sadness, joy, frustration, failure and
occasionally disaster.

Advisors may laugh or cry depending upon the occasion

and needs of the moment.

What is an advisor?

But most important of all, advisors are friends.

Ao advisor is;

1.

A Designer of Experiences

2.

A Teacher

3.

A Skill Developer

4.

A Changer of Behavior

5.

An Ego Builder
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6.

An Example

7.

A Counselor

8.

A Listener

An Advisor is a Qeshrner of Experiences
The total student government and activities science is a learning
experience, full of exciting adventures and new opportunities.

But within the

total experience are multitudes of small experiences, each having an impact
upon student behavior and development.

A student learns a concept, skill, or

behavior because of some experience in which the student is involved.

The

learning comes as a result of doing and involvement in the experience.
Activities are major contributors for providing worthwhile experiences.

If

they do not provide worthwhile experiences, then the purpose of such
activities would be in question.

The advisor must be able to analyze the growth

and educational needs of students.

An Advisor is a Teacher
The term TEACHER has a myriad of meanings.
narrow or specific meaning will be used.
knowledge or information.

In this instance, a rather

That is, a teacher is one who imports

The experience an advisor (teacher) designs to

impart knowledge is perhaps easier than an experience designed to develop
skills or behaviors.

General knowledge can be easily obtained through

trading, seeing, hearing, touching, and experiencing.

Formal settings

(experiences) used for dispensing knowledge would include:

classes,

workshops, training, retreats, books, handouts observations, tapes, printed
instruction, etc.

The kinds of knowledge an advisor may give through these

experiences could include:
1.

School Policies and Procedures

2.

Rules of Conduct
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3.

Available School Resources

4.

Duties and Responsibilities

5.

Expectations

6.

Fiscal and Budget Policies

7.

Historical Events

8.

Activity Guidelines

9.

Organizational

Structure

10.

Communication

Lines

11.

Etc.

and Accountabilities

An Advisor is a Skjll Developer
Student leaders need to learn management skills to help them
accomplish their tasks more efficiently.
Kinds of skills important for a student to learn are:
1.

Planning

2.

Organizing

3.

Scheduling

4.

Goal Setting

5.

Brainstorming

6.

Decision-making

7.

Budgeting

8.

Agenda

9.

Time

Building

Management
Reports

10.

Keeping

11.

Using Resources

12.

Etc.
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Au Advisor is a Cham:er of Behavior
The changing and developing of behavior is perhaps the most difficult of the
three kinds of experiences to design.

It may be a long-term endeavor, and

require a large amount of patience on the part of the advisor.
The kinds of behaviors that an advisor should try to develop within a
student

are:
1.

Appropriate Leadership

2.

Motivation

3.

Delegation

4.

Supportive

5.

Effective Human Relations

6.

Styles of Conducting Meetings

7.

Handling Conflicts, and Criticism

8.

Communication

9.

Positive Attitude

10.

Styles

Techniques

Behavior

Techniques

etc.

Most behaviors are learned through actual experiences rather than
lectures and study.

The actual experience of activities becomes one of the most

appropriate opportunities to develop desired behaviors.

It becomes an

experience i reality, that is guided, controlled, and coached by an advisor.

Au Advisor is an E1rn-Bujlder
It is important for advisors to have genuine high expectations of
student officers.
verbally.

These expectations should be demonstrated visually and

If students feel trust and confindence from an advisor and are

treated as though they are of worth, they will fulfill those expectations.
If you treat students as if they are important,

will act

with confidence.

If you treat students
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as if they are successful, they will improve
their performance.

If you treat students as if

they are effective leaders, they will inspire
their followers.

If you treat students as if they

are failures, they will prove you to be right.

Ao Advisor is a RoJe Model
Advisors should be observant of their own behavior.

An advisor may

want to check his or her behavior as it relates to the following topics:
1.

Punctuality

2.

Long Range Goals

3.

Career

4.

Behavior Under Pressure

5.

Gossiping

6.

Language

7.

Planning

8.

Attitude (Positive or Negative)

9.

Personal

10.

Ambition

11.

Courtesy Gestures

12.

Other Personal Habits that are Visible to Students

Planning

Patterns
Abilities

Appearance

Ao Advisor is a CoupseJor
Responding to problems and inquiries is a common occurance.
situations develop, an advisor, at times, becomes a counselor.

As these

A basic function

of a counselor is to help individuals understand their problems, find solutions
for them, and them carry out the solution.
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Good counseling is dependent upon one's ability to listen.

Here are some

questions you may want to consider as you approach your opportunities to
counsel.
1.

Do you show a willingness to listen?

2.

Do you have patience enough to listen for long
periods of time?

3.

Will you allow the student to unload without
becoming irritated or upset?

4.

Can you show warmth and respect?

5.

Can you read body language, ie., posture, voice
inflections, gestures, facial expression, etc?

6.

Can you show empathy?

These and other techniques will improve your ability to strengthen
your relationships

with students.

Advisors are important in the lives of students.

That realization must

always be paramount in their minds.
Some students spend more time with their advisors than with their
parents.

This realization places somewhat of an extra burden upon them;

nevertheless, the role the advisor plays must be maintained with integrity,
selflessness, patience, and friendship.
never

The price is high but the rewards will

end.
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ESTABLISHING A CLUB
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ESTABLISHING A CLUB:
An ASB club is defined as any co-curricular organization. This covers a
I
wide variety of activities including co-curricular athletic teams, sophomore
through senior classes, school newspaper, yearbooks, stores, and the many
groups that meet for special interests such as business, language and theater
clubs.
To establish a club, students must have an adult advisor and an ASB
constitution.

The constitution is submitted to the ASB officers and their

advisor for approval.

Upon approval, an account number is issued through

the activities officer in cooperation with the cashier's office.
All club business is conducted using the assigned account number.

Each

club's account, deposits of revenue and expenditures, are recorded separately
on the general ASB ledger by the school cashier.

Each club/activity is

required to have (2) two student signatures on file with the cashier.

All

purchases by that organization will require a signature from one of these
students.

SPECIAL ACCOUNTS:
Recent changes in Washington state law allow ASB clubs to raise money
for special purposes such as scholarships, student exchange and charity.
However, there are procedures which must be followed when engaging in
special fund raising activities.
1. Approval from the Activities Coordinator must be obtained

2. A special account must be established.

Monies raised for

the special purposes mentioned above may not be
deposited or expended from the regular club account.
3. All fund raising activity must clearly state and/or show the
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purpose for which the money is being raised, i.e., DANCE
TEAM KICK-A-THON TO RAISE MONEY FOR THE MARCH OF
DIMES
All proceeds from special fund raisers are deposited and expended from the
special account using ASB procedures.
AN IMPORTANT NOTE:

Clubs cannot use regular club account revenue

for special purposes by transferring the money to a special account AFTER the
fact.

The approval, special account number, etc. must be in operation BEFORE

the fund raising begins.
Clubs using district facilities and materials for special fund raising may be
charged a nominal fee for the use of these items.
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KENTRIDGE HIGH SCHOOL
CLUB CHARTER APPLICATION

Kentridge clubs provide academic, social, and athletic opportunities and
experiences.
activities.

All Kentridge clubs must be chartered prior to any fund raising
The following steps will be involved in the chartering process.

1. All prospective clubs must complete a Kentridge Club
Charter Application.

The application may be obtained

in the Activities Office.
2. The completed application should be turned in to the
Activities

Coordinator.

3. The application is reviewed by the ASB and Activities
Coordinator.
the

A recommendation is then presented to

Principal.

4. The membership list is reviewed to verify that all
members have purchased an ASB card.
5. The applicant is notified of the approval or denial of
the

request.

6. All chartered clubs and activities (sports) must
perform

a

school/community

service.

All clubs are expected to follow district/school policies; clubs failing to adhere
to these standards may have their charter revoked.

CLUB NAME: _ _ _ __ __ _ _ _ _ _ _ _ _DATE: _ _ __

PURPOSE :_ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ __ _ __
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AMOUNT OF MONEY NEEDED TO FUNCTION THIS YEAR: $_ __
HOW DOES THE GROUP INTEND TO RAISE THIS MONEY? (be specific)
1.

2.
FUNCTIONS YOU INTEND TO PERFORM FOR THE SCHOOL: _ __ _ _

SCHOOL/COMMUNITY SERVICE:_ _ __ __ _ _ _ __ __

MEMBERSHIP CRITERIA: _ ____ _ _ _ __ _ __ _ _ __

ADVISOR'S SIGNATURE: - -- - -- - - -- - -- - --

CLUB OFFICERS:
CONSTITUTION ON FILE: - -- - -- - - -- - -- - PRESIDENT: _ __ _ _ _ ,
SECRETARY: _ _ _______ _ _ __ _ _ __ _ _ __ _
TREASURER: _ __ _ _ _ _-"---- - - - -- - -- - -OTHER OFFICERS: _ _ _ __ _ _ _ __ _ __ _ _ __ __
A CURRENT MEMBERSHIP LIST MUST BE ATTACHED TO THE APPLICATION.

*************************************************************
APPROVED

DENIED _ __ _

DATE _ __ _

ASB PRESIDENT: _ _ _ __ _ __ _ __ __
ACTIVITIES COORDINATOR:._ _ __ _ __ __
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THE SIGNATURES FOR THE CLUB ARE:
1.
PRINT

SIGNATURE

PRINT

SIGNATURE

2.

Club
Account #
school year
Two students names and signature must be provided for the school year.
return this form to the activities office by SEPTEMBER 30TH.
THANK YOU,

ACTIVITIES COORDINATOR
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Please

SAMPLE CONSTITUTION
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EXAMPLE HIGH SCHOOL
ASB CONSTITUTION

Z Club
of
Example High School
ARTICLE I
Name

The name of this club shall be the Z Club of Example High School.
ARTICLE II
Organization

Section 1. Its ideals and purposes shall be similar to those of Zonta
International, but in no sense is the Z Club to be considered part of a Zonta
Club.
Section 2. It shall continue to function and use the name only as long as it is
actively sponsored by the Zonta Club of Olympia.
Section 3. The sponsoring Zonta Club shall appoint a committee of Zontions
who shall act in an advisory capacity.
ARTICLE III
Objectives

The objectives of this club shall be:
a. To serve Example High School and the community.
b. To provide career awareness and information and to encourage
leadership qualities in the high school students.
c. To promote fellowship and better understanding among all
peoples of the world.
ARTICLE IV
Motto

The motto of this club shall be "Growth through Service."
ARTICLE V
Membership

Section 1. Qualifications: Members shall be selected on the basis of character,
personality, citizenship, scholarship, and potential leadership.
Section 2. Eligibility: Membership shall be open to students who are at least
second semester freshmen with a 2.0 GPA.
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Section 3. Selection of Member: Members and faculty may suggest names for
membership. Also, any student may apply for consideration. All names will be
reviewed by the advisor and presented to the Board of Directors for action.
Section 4.
Termination of Membership:
(a) Membership shall automatically
terminate upon departure from the community, upon graduation, or cessation
of regular class attendance. (b) Subject to review by the advisor, the Board of
Directors of the club shall have the power to drop members for failure to
maintain the scholastic requirements or non-attendance without valid excuse.
ARTICLE VI
Officers and Duties

Section 1. The officers shall be a president, vice-president, secretary, and
treasurer. The president must be a junior or senior.
Section 2. Duties: The president shall preside at all regular and special
meetings of the club and the Board of Directors. Subject to approval of the
Board and Advisor, the president shall appoint all committees, call special
meetings, and shall be an ex-officio member of all committees, except the
nominating committee.
The vice-president, in the absence of the president, shall perform the duties of
the president and assist the president in carrying out duties.
The secretary shall
of Directors. The
attendance, keep a
responsible for all

keep a record of all meetings of the club and of the Board
secretary shall prepare notices of meetings, keep records of
record of membership, conduct correspondence, and be
club records.

The treasurer shall receive all funds not deposited directly in the Accounting
Office and shall deposit them with the ASB bookkeeper according to the school
district and ASB procedures. The treasurer shall issue receipts for all money
collected and sign purchase orders as necessary to conduct club business.
Section 3.

Terms of office:

Office shall serve for one year.
ARTICLE VII
Board of Directors

Section 1. There shall be a Board of Directors, consisting of the officers and a
maximum of six other members. There shall be at least one member of the
board from each class. The officers of the club shall be the officers of the
board.
Section 2.

The board shall meet monthly to plan club meetings and activities.

Section 3.

The board shall serve for one year.

Section 4.

All actions by the club and board shall be subject to approval of the

advisor.
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Section 5. The advisor will work closely with the Z Club committee of the
sponsoring Zonta Club.
Special

Section 1.

ARTICLE VII
Appointees of the

President

The president may appoint a historian and parlimentarian.

Section 2. The historian shall maintain a scrapbook and a club history. The
parliamentarian shall be familiar with Robert's Rules of Order and shall assist
as necessary.
ARTICLE IX
Nominations and Elections

Section 1. The nominating committee, consisting of a maximum of six
members, shall be appointed in March. Each class shall be represented on this
committee. Elections shall be held in May.
Section 2.

Elections shall be by ballot and a majority vote shall elect

Section 3. One or more Zonta Club members shall attend meetings of the club
as appropriate in an advisory capacity.
Section 4.

Meetings shall be conducted by Robert's Rules of Order (Revised).
ARTICLE XI
Committees

Section 1. The following Standing Committees may be appointed:
Social
Membership
Program
Public Relations
Service
Finance
Section 2.

Other special committees shall be appointed as needed.

Section 3. Duties of committees follow:
Finance Committee--shall devise and carry out plans for
fundraising.
Membership Committee--shall receive names of prospective
members and present them to the Advisor and Board of
Directors. The secretary shall extend a written invitation to
these students.
Program Committee--shall arrange and present programs at
meetings as requested.
Public Relations Committee--Shall be responsible for all
publicity.
Service Committee--shall plan at least one major service project
which shall involve all members.
Each club member shall be
responsible for a minimum of 20 hours per year and the
Service Committee shall keep a record of all service.
Social Committee--shall plan social activities of the club to include
at least one a year.
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ARTICLE XII
Amendments
Amendments to these bylaws shall be adopted by a two-thirds vote of the
members present at any regular meeting, held one week or more after a
regular meeting at which the proposed amendment was read. Advisor and the
Zonta Club Committee shall approve amendments prior to the vote.
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CLUBS, ACTIVITIES, AND EVENT
SCHEDULING
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ASB CLUB ACTIVITIES AND EVENTS

Schedulin2

Club

Events --

Generally, all club events and activities must be approved by the
Activities Coordinator.

A list of your group's activities must be submitted to the

Activities Coordinator for placement on the master calendar.
In cases where the proposed activity is a fund raiser, the Office of the
State Examiner requires that a form be used which shows a projected cost,
revenue, and profit amount.*

Puhljcjsini: Your Event
There are many methods available for publicizing your club event.
Suggestions include the following:
1. Daily Bulletin:

Check with your Activities Coordinator to

see how your announcement can be included.
2. Poster:

Paper and points are usually available through the

Activities Office for club use.

3. Newspaper:

The Fleet Street News requires articles

advertising events to be typed and delivered to their office.

4. Reader Boards (inside, electric):

Check with Activities Office

to see how your announcement can be included.
IMPORT ANT

NOTE:

ASB club advisors should examine all forms of

publicity BEFORE they are implemented to assure that announcements, posters,
etc. are in good taste and reflect correct information.
*Fund Raiser Forms are included in the Fund Raising section.
these forms are available from the Activities Coordinator.
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copies of

RESTRICTIONS FOR THE USE OF
PUBLIC FUNDS AND THE ASSOCIATED STUDENT BODY FUNDS
Perhaps the most significant change brought about by RCW 28A.58.115
and RCW 28A.58.120 has been the designation of associated student body funds
as a PUBLIC FUND OF THE SCHOOL DISTRICT. Prior to July 1, 1976, these monies
were all private in nature and could be used with almost no restrictions;
however, as public funds of the District, the District must control and account
for student body money within the legal parameters governing public funds.
The results in a more detailed accounting system and certain restrictions on
the use of these funds.
Two particular restrictions that cause the most confusion are (1) ASB
funds can only be used for legitimate activities of the associated student body
of the school, and (2) they cannot be used for anything under the general
heading of gifts, including charitable donations, or concurrently, student
body funds cannot be used for any personal or private use.

Expenditures for

charitable donations, scholarships, and student exchange may be made only
from legitimate ASB private monies.
It · is legal, however, to give prizes or awards in recognition of some
achievement under certain conditions.

The distinction between gifts or

awards will be made based on the following:
1. No items of personal nature intended for personal use can be

given to an individual unless the items are of nominal value
and have no functional use or value.

For example, a

letterman's jacket or a pen and pencil set would be disallowed
as a gift, but an inexpensive pin or athletic sew-on letter
would not be a gift.
2. The item cannot be of more than nominal value in any case.
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For example, a plaque is not considered a gift if it is within
reasonable cost for such an item.

The determination of

"nominal value" is admittedly subjective and a definite dollar
amount cannot be set.
judgement of the

This determination will be left to the

Activities

Coordinator/Principal.

3. If the item is of a personal nature and of greater than nominal
value but will be retained by the Associated Student Body, this
is not considered a gift.

Sweaters for Pep Club can be

purchased for use in club activities; however, they cannot be
retained by the individual.
It is also legal to give prizes in a raffle designed to raise funds for the
student body, provided that the money collected is a least as much as the value
of the prize(s) being raffled off.
Some examples of payments that have been determined to be gifts and
not allowed are as follows:

Restrictions:
1. Volunteer parent workers were bought lunch.

This is either

a payment for their services, in which case they cease to be
volunteers and have received a salary, or it is a gift.
2. Fees were paid for teachers who wished to attend an optional
professional workshop.

If a workshop is required, the District

could pay the fee from the General Fund.

If it is a personal

decision on the part of the teacher, it is a personal obligation.
3. All prizes associated with any sales, unless prizes of equal
value are earned by each and every individual for comparable
effort.
4. Membership fee in a professional organization.
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5. Flowers for someone in the hospital.
6. Coffee and rolls for school meetings.
7. Purchase of food for needy families.
8. Replacement of a lost fee card (in this case a golf card) for a
student when the card was to be replaced by the individual.
The original card was provided by the District.
The use of ASB monies for curricular activities is strictly prohibited.
ASB monies can only be used for non-credit EXTRAcurricular events
(activities) of the district (RCW 28.A58.113).
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ASB CLUB BUDGETS
The associated student body will annually prepare, with the guidance of
the Activity Coordinator and prior to the completion of the student school year,
a budget at such time as is designated by the District Business Office.

The

budget will be submitted to the District Business Office for review, revision,
and approval.

The Associated Student Body Fund budget must be approved by

the Board of Directors before any disbursements may be made from the
Associated Student Body Program Fund for the fiscal year.
The Activities Coordinator will notify each advisor when it's time to
submit budgets.

Clubs are asked to schedule their activities and fund raisers on

their budgets in order to coordinate club activities and avoid competition.
ADVISORS SHOULD MAKE A COMPLY OF THEIR CLUB BUDGET AND KEEP IT FOR
REFERENCE.

Suggestions for Preparing Your ASB Club Budget-I. Remember that your budget is an estimate, so use high figures.
2. Calculate your beginning balance for the coming year by estimating
revenue, transfers, and expenditures for the remainder of this year.
ASB cashier can help you with this.
3. Make a tentative schedule of your planned activities.

This will help

you determine your revenue and expenditures.
4. Work with a copy of your current budget.

It will provide you with

information you may otherwise overlook.

Checkljst;
_ _ obtain budget sheet
_ _ check deadline date
_ _ meet with members and/or officers to establish budget
_ _ fill out budget sheet, advisor sign, student signator sign
_ _ return to Activities Coordinator by deadline
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ASB ACTIVITY/CLUB BUDGET FOR

SCHOOL YEAR

Estimated BEGINNING BALANCE as of - - - -RE VENUES : to be RAISED or brought in during year
Sales from fundraisers (candy, bake sale, calendars
car wash, wrapping paper, etc.)
Dances

+_____

Dues (state and nominal)

+_____

Payments for conferences (travel, registration,
etc.)

meals,

+_ _ ___

Other

+____ _

Subsidy requested & approved (if any) from ASB

+

TOTAL REVENUE to be raised during

= ______ (B)

add (A) and (B)

=- - -

EXPENDITURES:

(C)

To be SPENT during the year

Supplies
Refreshments

+

Conferences (travel , registration , meals,
National/State/Local

+ _____

lodging)

+_____

dues

Awards, plaques, etc. (nominal amount)

+_____

Contractual fees (dance bands, vendors, etc)

+_____

Fundraisers (invoices/P.O.'s for candy, calendars,
ribbons, etc .) See Below*

+

Other

+_____

(specify)

TOT AL EXPENDITURES for _ _ __
please note:
when approved, this amount (D)
will be your budget for the school year. You
will NOT be able to spend beyond this amount
no matter how much cash you have brought in.
BALANCE TO BE CARRIED FORWARD TO FROM C)

-

=

_ _ (D)

- - (SUBTRACT B

Name of Activity group _ _ __ _ __ _ __ACCT # _ __ _ _
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of student._ __ __ _

Signature of Advisor
Date
Approved:

Cashier _ _ __ _ _ _ __ _ _ _ ___ date _ __ _,

Vice Principal _ _ _ __ _ __ _ _ _ _ __ dale _ _ __ _

PLEASE NOTE; Fundraisers must be "bought". These are EXPENDITURES and
must be reflected in your budget.
the cashier.

If you have any questions, please contact
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FUND RAISING
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FUND RAISERS
The importance of fund raising to the success of the activities programs
is recognized.

However, the Activities Coordinator has an obligation to

minimize the impact of fundraisers on the people and businesses of the
community.
confrontation.

Encourage advisors to plan activities which limit direct
Fund raiser, such as car washes which allow people to make a

choice without face to face confrontation, are much more acceptable than
sales of goods or services which involve face to face contact.
Any activity planning a fund raiser must submit a Fund Raising Project
Request to the activities coordinator well in advance.

Fund raising activities

will then be listed on the master calendar, and direct competition between
groups can hopefully be avoided.
Any group conducting a fund raiser without prior approval should be
charged 20% of the net profits.

Organizjng-Raising funds for a club's use can be an exciting and rewarding
experience for the advisor and the club members, or it can be a confusing
event for all concerned.
The key to holding a successful fund raiser is ORGANIZATION. The
advisor and the club must have a plan BEFORE they undertake such an activity.

Getting

Started- -

The following questions are excellent ones to ask any group before it
makes a decision on the type of fund raiser to use:
1. Is the project fun?

2. Does it involve outside help?
3. Has it worked before?

If not, could it with a different

approach?
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4. Are we all behind the idea?
5. Can we accomplish our goals?
Once a fundraiser has been chosen, you may want to use the progress
chart in this section to help you organize.

It is a step by step approach to

selling a tangible item, but can be helpful in planning your car wash, dance,
etc.

Money

Mana2:ement- -

Money problems due to lack of proper record keeping and/or
supervision of the fund raiser are not pleasant for anyone involved in the
sale.

Avoid these problems by following these guidelines:
1. Work closely with the school bookkeeper.

2. Make sure she knows the dates of the sale and the sales
procedures to be used.
3. Set up a journal system for daily records of deposits and
payments.

Audit the journal periodically with the book-

keeper.
4. Students should tum all monies in to the school bookkeeper
and then show the advisor the receipt for record keeping
purposes.
5. Deposit money DAILY.

Use the proper methods explained

in the Accounting section.

Advisors should audit and initial

each deposit.
6. Assign ONE student to maintain ALL REVENUE records for
the sale.
7. Assign ONE student too maintain ALL SALES records (which
student has what) of each salesperson.
8. If several fund raisers are conducted during the school

43

year, students should be rotated on the above duties as
much as possible.

Limitations-It is the policy of Kentridge High School that sale of goods and/or
services conducted by students under the auspices of the school be on a
voluntary basis, only be free of coercion for students, and/or parents to sell or
buy the items offered.

Parental

Permission- -

Advisors may wish to obtain parental permission before assigning goods
to students to sell.

A form letter which explains student liability and which

allows parents to approve (or not) their childrens' participation is included m
this section.
IMPORTANT

NOTE:

product distribution and return.

Devise a system m which students sign upon
This will avoid any question about whether

or not a student is responsible for merchandise after the sale ends.

Restrictions

and

Pitfalls- -

Occasionally, a fund raiser may be a "little out of the ordinary" and
require additional research before the club begins.

Usually, personnel in the

Activities office can help the advisorwith questions,

LEGAL:

Fund raisers must meet fire, health and licensing

regulations.
TAXES:

Non-profit groups may be exempt from income taxes,

but liable for sales taxes, amusement taxes, or other
levies on their proceeds.

INSURANCE:

Special liability insurance may be called for m the

event that property/people could be endangered by
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the fund raising activities.

CONTRACTS:

All contracts with sales representatives should

be handled by the Activities Coordinator.
THEFT:

It can be a problem in any fund raiser.

and money in locked areas.

Keep goods

Have students turn in

money daily so that large amounts of cash do not
accumulate.

Don't allow large groups of students to

take cash boxes out of supervised areas.

Wra:u:uiui: JJ:u the Sales- Occasionally club fund raisers tend to drag on and on and this is a
situation which will create problems for the advisor and the club and the
Activities

Coordinator.

Set a deadline and stick to it.

If students have failed to return their

items and/or money, the advisor may (by law) place them on the school's fines
list and they will be held accountable for the items/money before they can
receive their grades, diplomas or have records transferred to other schools if
they

withdraw.
When the sales deadline arrives, complete the sales recap form and tum

it in to the office with a list of those students who have not fulfilled their sales
obligations.
Make an inventory list and return merchandise to the vendor or store it in a
locked area for future sales.

An inventory list should also be filed with the

sales records in the office
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FUND RAISER PROGRESS CHART

STEP 1
Obtain approval (see Activities Coordinator)
Select

chairpeople

Establish

committees

Record assignments, the jobs, and deadlines
STEP2
Plan purchasing and have necessary forms approved
Plan and assign record keeping duties
Make arrangements for tickets if they are to be used
STEP3
Begin publicity (see section on ASB Activities and Events)
STEP4
Obtain parental perm1ss10n if appropriate (see Parental
Permission in this section).
STEPS
Distribute materials to workers
Keep accurate inventory; who has what, how many, how much
STEP6
Conduct sales
Get progress reports from chairpeople
Adjust supplies among workers
Tum in money and post financial information daily
STEP7
Retrieve unsold supplies from workers
Thank you letters where applicable
Complete fund raising sales report* and tum it in, with copies
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of all the sales records, to the Accounting Office.
Evaluate and make notes for next time
*Fund Raising Sales report form is included in this section.
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Date
Dear Parent:
The

at Kentridge Senior High School has decided to

sell

as a fund raiser to item support activities.

Certain guidelines are necessary and I ask that

you read this carefully and

review it with you son or daughter before the sale begins.
1.
The student will have total responsibility for the product.
stolen, he/she must pay for that amount.

If it is lost or

2.

Merchandise should never be left in lockers or unattended in classroom.

3.

It is not necessary for a student to carry boxes of the product with him or
her during the entire day. It is suggested that he or she pick up the
product from me toward the end of school hours.

4.

It is suggested that the student carefully count all merchandise that is
checked

5.

Full credit will be given to the student for any unopened merchandise
returned to me.

6.

Either the merchandise checked out to your son/daughter, or the
appropriate amount of money, MUST be returned by the end of the sale.

Sincerely,
Club Advisor

*************************************************************
I have read the sale guidelines and agree to allow my son or daughter to
participate in the fund raiser.

Parent Signature

Student Signature
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date

SOME FUND RAISING IDEAS

pot luck dinner
class-faculty competition
basketball shoot
Polaroid pies of celebrities and you
a-thons (bowl, rock, think, etc)
garage sale
breakfast with Santa
stick horse baseball
newspaper drive
people power hours
hypnotist assembly
pocket calendar sale
celebrity basketball
raffle from donations
people scavenger hunt
leftover yearbook pies
booth at county fair
singing grams
Monte Carlo night
bonus activities books
faculty vs radio staff
newspaper staff vs student council
coffee cups
leg/arm contest
shave a faculty beard
bake sale
footwarmers
book sale
student talent show
dunk tank
concerts
pizza night
homecoming carnival
night time feature film
match game (dating game)
candy sale
dinner served to community clubs
Halloween greasepaint for little kids
drawings
basketball sweethearts
all-school barbeque
community products
recycling drive
beard growing contest
cartwheel contest
Christmas tree sale
stadium pillows
dances
penny vote king/queen
advertising in sports programs

sell flowers
dime-a-dip dinner
ethnic dinner
stuffed animals
button booth
personalized hats
hanger driver
teacher auction
hush day
battle of the bands
family portraits
birthday cake sale
corny carnival
haunted house
fashion show
lightbulb sale
friendly balloons
sponge throw
fun night
limo/driver raffle
coupon event book
Halloween sales
family night
sports night
stationery sale
wreath sale
scavenger hunt
softball game
donkey basketball
ugly legs contest
souvenir cups
flea market
candy gram
carnations
treasure hunt
antique show
school bus wash
karate demo
dance in quad
frisbee golf
fuzzy grams
frisbee contest
exercise contest
ice cream social
turkey sale
side walk sale
circus day
hat sale
spring fair
yearbook covers
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helium balloons
bring your own pillow concerts
drama in the round
mistletoe sale
commercial bus wash
hot chocolate sale
Bluegrass/square dance
kids game night
student directories
Hollywood shorties basketball game
movie day
yearbook graffiti
national day/culture day
customized stickers
greased pig catch
pro teams against varsity
bandaid concession

marrying day
friendship balloons
senior show
posters
swap meet
gong show
go to a game show
class t-shirts
board game day
bumper stickers
Santa's mailbox
frozen bananas
monograms
disco contest
spirit flags
silent movie day
babysitting
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KENTRIDGE SENIOR HIGH SCHOOL
FUNDRAISING SALES REPORT
Group/Sport:
Items Sold:
Date of Sale:

Today's Date:
10

_ _ _ _ _units purchased at
how many

$

_ ____to be sold at _ _ _ __
number
unit price

$ _ _ __

expected

3.

Estimated profit (line 2 less line 1

$ _ _ _ _ __

4.

Total receipts collected on deposit

$ _ __

5.

Total of all receipts outstanding: _ __ x _ __
units
price

$

6.

Total unable to collect:
(returned, damaged, stolen)

=$ _ _

1.

2.

7.

amt of invoice

_ _ _ x _ __
units
price

Total expected income
(add lines 4,5,6. Should equal line 2)

income

$_ _ __ _

************************************************************
$ ______ _
total actual income (line 4)
less total cost (line 1)

$ ______ _

*actual profit (line 4 less line 1)

$ _____ _

*Out of state sales tax will be paid directly to Department of Revenue and
deducted from actual profit.
(date)

(Advisor/Coach)
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PURCHASING/ACCOUNTING

52

PURCHASING

Clubs and activities cannot commit funds you do not have.

It is

important to MAINTAIN A CASH BALANCE in accounts to cover any expenses a
club might incur.
138-050).

This includes the "purchasing" of fundraiser (see WAC 392-

Remember, any cash balance remaining in a club's account will be

carried over in the fall.

Purchasing

Procedures:

Check with the Activities Coordinator before incurring any expenses:
1 - Obtain the proper form from the ASB cashier
a) "small purchase order", $250.00 or less (example III-A)
b) "large purchase order", $250.00 - 1,500.00 (ex III-B)
c) "general requisition", over $1,500.00 (example III-C) items
over $1,500.00 must go out on bid in order to stay in
compliance with the state bid law.

NOTE:

the exception to

this is fundraisers which can be handled with the large
purchase

order.

2 - Fill out the purchase order or requisition with pertinent information:
name and address of vendor
our address and your name
description and price
account

number

date required and purchase order date
(current

date)

how you want it shipped ("best way", UPS,
("will call", etc.)
3 - You sign as advisor and have one of the club's students signators sign.
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4 - Return ALL copies of the purchase order within 24 hours to the cashier.
She will
Note:

obtain remain signatures.

Please allow a full school day for this.

if your club should decide not to use the purchase order, please return it

to the cashier.

These purchase orders are numbered and we are accountable

fore all of them.
5 - When the original copy of the purchase order is returned to you, you may
order your merchandise. NOT BEFORE.

You can order by phone, in person, or

by mailing the original purchase order to your vendor.

Some vendors require

the purchase order in hand before merchandise can be sent.

If orders are

phoned in , it is imperative that the purchase order number be given.
6 - When merchandise is received/obtained, return packing slip and invoice
(if you've received one) to the cashier within 24 hours.

The invoice and

packing slip should be marked with your signature, date received, and in the
case of an invoice, "ok to

pay".

7 - If your purchase order was over $500.00 you will need to "sign off' on the
receiving copy of the purchase order in the cashier's office
-SMALL

PURCHASE

ORDERS - are paid by the cashier through

our ASB revolving fund or EXPENDITURE AUTHORIZATION FORM
(example III-D).

It is imperative that invoices be forwarded to

the cashier within

24 hours so that our vendors can be paid

promptly.
-LARGE

PURCHASE

ORDERS-are paid by the cashier through a

PAYMENT ORDER FORM (example III-E).

After the cashier has

received the invoice from you the payment order form will be
prepared.

After the appropriate signatures have been obtained,

the cashier will process and forward the form to our accounting
office for payment.

All payment orders must be approved by
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the school board before payment can be made.

The board

meets on the 2nd and 4th Wednesday of every month.

In order

for our payment orders to be approved, they must first be put
on the "board agenda".

In order for this to occur, the payment

orders must reach the accounting department"two Thursdays
BEFORE the board meeting".

If the deadline is not met, a 4 -6

week delay in paying our invoice can be expected.
We have, in the past, received memos from accounting informing
us that we are, upon occasion, negligent in sending our
expenditure authorization forms (or "check back-up") to accounting in a timely manner.
-SIGNATURE FOLDER

When the folder appears in your

mailbox it is important that all forms within, whether they be
purchase orders, payment orders, or expenditure authorization
forms, be signed by you and one of your student signators and
returned to the cashier within 24 hours.
All of these aforementioned forms (examples 111-A,B,C,D & E) require 4
signatures:
1.

student

2.

advisor

3.

principal

4.

ASB

signator

or designee

bookkeeper/cashier

As stated earlier, it is important that students be as involved as possible
m the planning of activities, purchasing, spending and budgetary process of
their club.
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Their approval and signature must be obtained, also with the other
signatures BEFORE merchandise, fundraisers, etc. can be ordered, obtained, or
processed.
One more not regarding large purchase orders:

one of the reasons for a

purchase order is to notify our accounting department of an impending
expenditure, so that they may encumber the amount.

Therefore, planning is

needed on your part so that this notification reaches them long before the
invoice or payment is needed.
There are time when a check is needed and the purchase order process
is not necessary:
-payment for a dance band
-registration or entry fees for tournaments, conferences, or
competitions.
-payment for dues or membership
-admission for field trips
In these cases, notify the cashier as soon as possible and provide her with the
appropriate documentation.

A check will be "cut" for you.

for this process.
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Please allow 3 days

ACCOUNTING

Because your club will receive money in different ways (fund raisers,
dues, on-day sales), accounting for your club revenue will vary, but the
methods used must all have the same result - ACCOUNTABILITY.
ASB funds are considered public funds by the state of Washington.
School records are audited yearly, and state examiners expect records of club
revenue and expenditures to be available for review.

Types

of

Accountini:--

RECEIPT

BOOKS:

directly to the cashier)
club's use.

(To be used only when payment can't be made

The activities office has individual receipt books for

They are numbered sequentially and have three copies of each

receipt.
Receipts should be filled in completely and signed by the advisor.

The

white copy is given to the payee, the pink copy is for club records, and the
yellow copy STA YS IN THE BOOK.

Under no circumstances are all three copies

to be removed from the book.
Should you make an error in writing a receipt, you should void it in the
following manner:

Staple ALL three copies together in the book, print VOID

across the receipt, and initial it.

You may then write a new receipt.

Bring your club money for deposit, along with the receipt book, to the
ASB cashier's office in a timely manner.

Money

Handlini:--

Good money handling practices are essential within the school district.
These guidelines must be followed to insure proper safekeeping of all money
handled by the school district employees.
1.

All ASB money taken in should be counted as soon as possible,
receipted and deposited.
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2.

No large sums of money should be allowed to accumulate.

3.

Approximately $200.00 should be considered a "large sum"
whether checks or cash and must be deposited.

This may

mean daily deposits when large amounts are coming in
frequently.
4.

No money is to be left in safes or vaults over any weekend
with the exception of your ASB change fund.

(This means

that deposits must be made daily.

Sales

Checkout Form--

Sales checkout forms provide you with a record of what student has what, how
much, and when and how much money is turned in.

These forms should be

used from the beginning to the end of your fundraiser.
will provide similar forms.

Occasionally vendors

You may use them as long as they contain the same

information as the district form.

IMPORTANT
this form.

NOTE:

Student are required to initial any recording made on

For example, your student will initial when he/she checks our

candy and when candy-money is returned.

Ticket Sales Report-Ticket sales must be recorded.

This form makes the procedure simple.

Your beginning ticket numbers will be recorded by the cashier when tickets
are assigned.

Check them before you begin your sale.

Follow these 2:uideHnes to have a hassle-free ticket sale;
1. Do not tear tickets off the rolls in advance of the sale.

Each

ticket should be torn from the roll at the time money is
accepted.
2. Tickets must be torn in half at the time the buyer receives
his goods, admittance, or whatever he has purchased.
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Half

the ticket is given to the holder and your half retained and
turned in with your cashbox.
3. Remember, tickets represent cash and any missing tickets will
be assumed to have been sold by your club.
When your sale is over, record the ending number on the form and
calculate your receipts in this way:
ending number.
calculated

Subtract the beginning number from the

Multiply the balance by the unit price.

This is your total

receipts.

Cash Boxes and Tickets-A cash box and tickets for your fund raisers may be picked up from the
ASB cashier.

They should be returned to the ASB cashier at the end of each

sales day for safekeeping.
If your club is having special ticket printed, you must number them

sequentially and bring them to the Activities Office so they may be recorded
on the ticket forms.

Securjty-Impress upon the students you appoint to handle the cash/ticket box
that it must be supervised at all times.

Cash boxes left unattended have been

known to disappear.

Personal

Checks--

Your club may accept personal checks for payment of fees, dues, fund
raiser items, etc.

Please make certain that the checks are dated, signed, and

made out to your club, ie., KR High School DECA".
personal checks to be cashed using club funds.
the exact amount of the sale only.

Returned

Personal

Checks--
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Under no circumstances, are

Checks may be accepted for

The Kent School District approves the acceptance of personal checks.
However, the district is prohibited by law from extending credit and should not
incur costs due to acceptance of personal checks.

In the event that your club should receive a check which is returned by the
bank as non-negotiable, the district business office will make an aggressive
effort to collect payment for the check, including any bank fees incurred due
to the return of the check.

Any uncollectable monies will be CHARGED

TO YOUR ACCOUNT.
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BACK

KENTRIDGE SENIOR HIGH SCHOOL
TICKET SALES REPORT

EVENT_ _ _ _ _ __ _ DATE._ _ _ _ _ SELLER_ _ _ _ _ __

Student

Tickets

1.

Beginning ticket number on roll when returned:

2.

Beginning ticket number on roll when issued

3.

Tickets sold (line 1 less line 2):

4.

Tickets sold (line 3) x unit cost $_ _ __

$_ _ _

Adult Tickets
5.

Beginning ticket number on roll when returned:

6.

Beginning ticket number on roll when issued

7.

Tickets sold (line 5 less line 6):

8.

Ticket sold (line 7) x unit cost $. _ _ __

$

Reconciliatjon
9.

Calculated Student Receipts (line 4):

$ _ _ _ __

10

Calculated Adult Receipts (line 8)

+_ _ __ _

11

Total calculated receipts (line 9 + line 10)

$ _ _ _ __

12

Total monies in cash box

$ _ _ _ __

13

Starting

14

Total receipts collected (line 12 less line 13)

15.

Total calculated receipts (line 11)

16

Cash over/short (line 14 less line 15)

$ _ _ __

17

Amount to be deposited:

$ _ _ _ __

18

Ticket Sales (line 17)

$ _ _ _ __

19

Starting

+ _ _ __

20.

Amount returned to cashier (lines 18 + 19)

cash

cash :
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$ _ ___ _

$ _ _ _ __

