Chino Hills High School

“The Pride of the Hills”

[image: image1.jpg]



STUDENT ACTIVITIES

HANDBOOK

Chino Hills High School does not discriminate on the basis of race, color, national origin, age, religion, political affiliation, gender, mental or physical disability, sex orientation, or any other basis protected by federal, state or local law, ordinance or regulation, in its educational program(s) or employment.
A Guide for all Clubs, Classes, Sports Teams & Performing Arts Advisors

(All ICC Members)

Updated – August 2023
TABLE OF CONTENTS

F.A.Q FOR ALL ADVISORS






p.1
ADVISOR (CLASS, CLUB, SPORT) DUTIES AND RESPONSIBILITIES 

p. 3-4
INSTRUCTIONS FOR THE FORMATION OF A CLUB 



p. 5
SAMPLE OF A DRAFT A CONSITUTION 




p. 6-7
SAMPLE CLUB CHARTER 






p. 8
SAMPLE OF MEETING MINUTES





p. 9




FRESHMAN CLASS ADVISOR RESPONSIBILITIES 



p. 10-12
SOPHOMORE CLASS ADVISOR RESPONSIBILITIES 



p. 13-15
JUNIOR CLASS ADVISOR RESPONSIBILITIES 




p. 16-18
SENIOR CLASS ADVISOR RESPONSIBILITIES 




p.19-22
DANCE REGULATIONS & PLANNING





p. 23-25
SOUND EQUIPMENT GUIDELINES 





p. 26

BASIC FINANCE OFFICE PROCEDURES 




p. 27-30





USE OF FACILITIES AND CALENDAR ENTRY REQUEST PROCEDURES

p. 31
FIELD TRIP CHECKLIST






p. 32

FUNDRAISER PROCEDURES






P. 33

FREQUENTLY ASKED QUESTIONS

FOR ALL ADVISORS

WHEN AND WHERE CLUB MEETINGS MAY BE HELD - It is recommended that all club meetings be held on campus, but with the Activities Director approval, club meetings may be scheduled off campus. General club meetings may be held at any time of the school day when it does not interfere with class time. Lunchtime meetings are recommended.
SCHOOL EQUIPMENT AND FACILITIES – School equipment and facilities may be reserved by a campus organization for sports’ night, club dinners, awards ceremonies, and other related activities. 

Use of Facilities Requests:  All facilities requests can be submitted through the School Dude program and are subject to administration approval.  The Activities Secretary will accept Facilities requests forms from advisors and submit for approval. Strict supervision of equipment and facilities by the Advisor is mandatory. Damage or loss of supplies will be assessed against the account of the sponsoring organization. 
CALENDAR DATES – An official master calendar of all school events and facility usage is maintained in the Activities Office (ASB room 174) Calendar date requests are a part of the APPLICATION FOR USE OF SCHOOL FACILITIES form which can be picked up and turned back in the ASB room. This form must be completed two weeks in advance of the school time activity. If you are hosting an after-school hours activity, forms must be turned in about 4 weeks in advance and go through the Chino Valley Unified School District approval process.  Failure to do so may result in the cancellation of the activity. Before any announcement of proposed activity, including club meetings, sports events, etc., a request must be approved.

Website Calendar Request- All club meeting dates will be posted under “Club Info” on the Activities website. Should a Club and/or organization want to post an event to the main Activities calendar page website, this may be done by a written email request to the Activities Director.  All requests must be previously approved by above listed procedure. A request to borrow school equipment may be done in this manner with a minimum of 2 weeks notice. 
ASSEMBLIES AND RALLIES – Campus organizations are urged to participate in the assemblies and rallies. Information on participation, including skits, spot announcements, etc. is available in the Activities Office (ASB room 174).

BANDS, ORCHESTRAS AND DISC JOCKEYS – When sponsoring dances, the major consideration must be given to the selection of a band, orchestra or disc jockey. The type of dance, site of the affair, time of the year, funds available are all important factors to be considered. A file of DJ names and contracts are available in the Activities Office (ASB room 174). The only binding contract will be a Chino Valley Unified School District contract. It takes about 5 weeks to get contract approved.
1

DAILY BULLETIN – Daily Bulletin announcements must be submitted to the Activities Office (ASB room 174) or the Activities Director’s mailbox by 3:30 P.M. the day before the notice is to appear. Announcements should have a title, a brief narrative and a staff member’s signature. It is very important that they are legible. Thank you! 

POSTERS AND FLYERS - Posters must be hung up on the railings with string or ribbon (They can not be tapped). All Flyers must have the ASB stamp to be posted on campus and/or distributed in the community. Flyers can be taped up on the outside of classroom doors with blue tape. All four corners of the flyers must be taped down. All posters and flyers MUST be taken down right after your event and all string and tape cleaned up. 

CORRESPONDENCE OFF-CAMPUS – All campus organizations that desire to correspond with persons or businesses off campus may secure the necessary sheets of stationary, envelopes etc., from the Activities Office (ASB room 174). The club advisor must first approve all correspondence leaving campus. It is also necessary that the club advisor signs the outgoing correspondence and secures a copy for proof of sending. 

DUES – Dues are a means of raising revenue, affording an organization the opportunity to promote social events, sponsor service projects, promote ways and means projects, purchase membership cards, etc. The use of dues in an organization is very important and should be decided by a nearly unanimous approval of the membership. DUES MUST NOT BE USED TO DISCRIMINATE AGAINST ANY STUDENT WHO WOULD OTHERWISE BE A CONTRIBUTOR TO YOUR ORGANIZATION. Students cannot be forced to pay dues as means of being apart of a club and/or organization. Collected dues need to be submitted each day to the finance office  by the Advisor, with a deposit slip for the organization’s account. No club is ever to maintain a private fund, such as a separate bank checking account. Clubs and organizations may set up payment through the student store, please see the Finance clerk for this procedure.
ADVISOR 

(CLASS, CLUB, SPORT)

DUTIES AND RESPONSIBILITIES

· Cooperate with the entire activity program for the duration of the school year.
· An advisor must be present at all meetings and activities of the organization.  Supervision of organization meetings should be arranged so that advisors in attendance know what has been “going on” in previous meetings.
· All advisors are expected to attend any major function of their organization, such as class or club sponsored dances, assemblies, fundraisers, concessions, lunchtime activities etc.
· Advisors are responsible for seeing that all district and school site policies and procedures established for the co-curricular program are observed.
· Advisors should allow the students to “run” their meetings, guide them in the proper use of basic parliamentary procedures, taking minutes, responsible money handling, etc.
· Set up an organizational account opened with the ASB Finance Office to handle all club money received and paid.  All club funds are considered student body funds.  No club is ever to maintain a private fund, such as a separate bank checking account.
· See that all money requisitioned from the club account is passed by the club’s president before being signed by the club treasurer and the advisor.  You should keep a ledger of the club’s finances and minutes in case of an investigative need, or by use of the succeeding years.  

· Help the secretary/treasurer become familiar with the keeping of books, minutes and make sure that they are accurate and current at all times.
· Require each officer in the group to prepare an end-of-the-year summary status report to be passed on to the in-coming slate of officers.  Such a report is valuable in keeping the next group informed of accomplishments and problems of the group and point out the need for improvements or new direction for a group to take.
· See that the secretary of your organization submits a charter application at the beginning of the school year.  Old clubs, as well as new ones, should know that rechartering is an annual transaction.
· When choosing officers, have a separate office position for your Inter Club Council (ICC) representative. They report all your club activities at the monthly ICC meetings held once a month during 4th period in the ASB room.
· Insist that students assume the responsibility of their organization.
· Encourage a sense of order and loyalty.
· No transaction is final until the advisor’s signature is on all documents:  requisitions, calendar date requests, bulletins, or handouts distributed in mailboxes.  The bottom line – you sign everything.

· After you have all purchase order requests, check requests, fundraiser applications, etc., they must be turned into the Activities Office (ASB room 174) or the Finance Office (room E114-next to the Library) for approval. Approval for checks or purchase orders must be turned in by Tuesday by 3:00pm. for the Wednesday ASB Executive Board meetings. 
· Fundraisers must go to the school board for approval. Your fundraiser requests must be submitted to the Activities Office or the Finance Office four weeks prior to the school board meeting, in order to be placed on their agenda. A list of district board meeting can be obtained in the Finance Office. ASB Board meetings will be held every Wednesday.
INSTRUCTIONS FOR THE FORMATION OF A CLUB

A.S.B. sponsored clubs should have the following purposes:


A.
Give students an opportunity to further a special interest


B.
Give service to the school or community


C.
Give students an opportunity to develop leadership

The club program at Chino Hills High School is for the students.  They should conduct their own meetings, plan their yearly program, establish a budget, keep it up-to-date throughout the year, take minutes and make their own arrangements for function.  In order to gain recognition as “approved clubs” and have the privilege of calling meetings or carrying on any form of activities associated with the school, it is necessary for the students to comply with the following rules:


1.
Have a regular faculty sponsor (certificated). 

2.
Submit a club application form to the Activities Office.  (Available in 



the Activities Office-ASB room 174 and online)


3.
Draw up a constitution which states the club’s purpose, qualifications for 



membership, time and place of meetings, and the officers and their



duties.


4.
Submit copies of the constitution to the Activities Office.  Approval or



disapproval shall be recommended through the ASB Executive Board.


5. 
Submit a budget to the Finance Office for approval.


6.
Meet on school premises unless permission is received to meet off-



campus.  (Check with the Activities Director)


7.
Abide by the California State Education Code, Section 16075, in regards 



to secret clubs, fraternities, and sororities, as follows:



    “It is unlawful for a pupil enrolled in any elementary or secondary



    school of this State, to join or become a member of any secret



    fraternity and/or sorority, or secret club.”


8.
All planned events must be checked through the Activities Office so that



they may be entered on the Master Calendar.  All notices to the Daily 

Bulletin must be signed by the advisor, and turned into the slot on the Activity Director’s door in the ASB room.


9. 
In order to maintain “Active” status as a club at CHHS, minutes of club meetings

MUST be submitted regularly (3x/year) to be kept on file in the ASB office.

SAMPLE Draft of an

Organization Constitution

Title

Complete title of organization printed at the top of the first page with the word “Constitution” printed underneath it.

Preamble

Consists of a brief statement of the aims and purposes of the organization.

Article I – Membership

Defines the general requirements necessary for membership:

1. Must be a Chino Hills High School student body member.

2. Must be an Activity Card Holder (ASB Card)

3. State grade point average such as a 2.0 (“C” average)

Article II – Officers

Contains a list of officers of the organization and determines the length of their office. It includes how officers are elected, who elected them, and what the qualifications of the offices shall be.

Article III – Meetings

State the time for regular meetings and provide a method by which special meetings may be called, and by whom.

Article IV – Amendments

Contains a statement of the method of amending the constitution and the vote required foe amendments. The ASB Executive Board must ratify all amendments.

Article V – Schedule

State date on which constitution becomes effective.

SAMPLE

CLUB CHARTER

The Executive Board of the Associated Student Body, upon the recommendation of the Commissioner of Inter Club Council has approved the 

Name of Organization

application for a Club Charter.  This permits the aforementioned organization to use school facilities for meetings and events and permits use of the school newspaper, the daily bulletin, and school bulletin boards for advertising and publicity purposes.

To maintain a charter and official recognition as a school organization, the following regulations set up the Chino Hills High School Student Body must be followed:

1. Membership in the club must be restricted to students composed entirely of students enrolled at Chino Hills High School.

2. A faculty sponsor must be present at all meetings.

3. The purposed service to the school must be fulfilled.

4. The proposed objectives of the club must be maintained.

5. The club must provide the Activities Director with a list of officers and members by the first Monday of the month after the initial meeting of the proposed club.

6. The club must come up with a constitution and provide a copy to the Activities Director.

7. The club must complete all activity forms required for a campus activity.

8. All money matters must be handled through the Finance Clerk.  Any expenditure must be approved through the ASB, with the understanding that only club members can spend finances.

9. The club must submit a budget to the Finance Clerk.

If you, _________________________________________________fail to abide by the 



Name of Organization

regulations established, your club may have its charter and privileges as a school club suspended or revoked, for such a period of time as recommended by the Inter Club Council of Chino Hills High School, approved by the Executive Board.

NOTE:  All clubs/organizations are expected to send a representative to all Inter Club Council meetings.  Failure to attend results in disciplinary action.

______________________

______________________

ICC Chairperson


ASB President

_____________________

Director of Student Activities

Sample Meeting Minutes
Club Name:

Date of Meeting:

Meeting called to order at____(time)____by__(name)___
Members present:
Members not present:
(attach a sign in sheet if possible)

 Reading of Agenda
· 

Motion: To approve the agenda for(date of meeting)

Vote: 
Motion carried:

Resolved: Agenda for the meeting on (date) approved without modification.
* Or list any additions or modifications made
Approval of Minutes

Reading of the previous meeting (date) minutes by (name)
· 

Motion: To approve the minutes for (date) 
Vote: 
Motion carried 

Resolved: Minutes from the meeting on (date) approved without modification.
*Or list any additions or modifications
Business

President or designee should read through the agenda items.


(Write each agenda item here under business)

Make notes of any decisions/motions made with a vote count for 

each item.

· 

Meeting adjourned at (time).
FRESHMAN CLASS ADVISOR

As the Freshman Class Advisor you are their first experience with High School Leadership.  It is during this time that your "Class" will begin to know who you are and the important part you will play in their lives in the next four years.  It is important that the Freshman Class Advisor is selected/appointed in March the year before the "Class" comes to the high school.  This will insure that the Freshman Class Advisor knows what responsibilities and activities they will be involved in.  Following is a list of the responsibilities and activities of the Freshman Class Advisor. Remember to always have fun!!  Ask questions of the other Class Advisors as needed.  This is a team and we all work together.

RESPONSIBILITIES

· Attendance at all Freshmen sponsored events and activities listed below.
· Insure that once Class Officers are elected in September, they have a Leadership training session with you, learn how to hold meetings, prepare agendas, or any other information that will be necessary to have a productive year.  Make sure your officers check in with you weekly or daily if it's during an activity time.

· Make sure that the Class President has 4th period Leadership Class with Mrs. Roberts.  During this class, officers will gain valuable experience to help the entire Freshman class.

· Start a class committee. Reach out to as many groups on campus and hold regular meetings to help more freshman to get involved.
· Plan and execute a fundraiser for your class. Initiate all calendar date request forms, use of facilities forms and check request forms for any event.

· Make sure thank you notes are written to all those that helped out.

· If questions, ask Mrs. Chiotti or other Class Advisors.  Brainstorm with Mrs. Chiotti regarding activities/concerns.

· Take pictures and/or video of the "Class".  These are great for the "Class" to look back on during their Senior year.

ACTIVITIES
8th Grade Orientation - This is when the 8th grade students from local middle schools come to visit Chino Hills High School in the spring.  At this time information regarding registration, four year planning, study skills, graduation requirements, career paths, survival tricks, electives, activities, athletics, behavior and academic expectations are explained.  Class colors will also be voted on during 8th Grade Orientation. Furthermore, the students receive a tour of the campus and classrooms from Chino Hills students.  This is your first opportunity to introduce yourself to the students you will be working with during the next four years.  Try to recruit help from the 8th graders for the summer and beginning of the year.  Officers are elected on this day.  Have a sign-up sheet available for class committee.
Calendar Signing Party - This is another reason why it is important to have the Freshman Class Advisor chosen in the spring.  During May, the Leadership Class will hold a Calendar Signing Party for all sports, clubs and classes.  It is at this time that all fund raisers, activities, rallies and special events are put on the calendar.  It is very difficult to find an empty space on the calendar after this time. In addition, our facilities are used not only for Chino Hills, but the community as well.  Be there!!  All Use of Facility Forms, Fundraiser Requests, and Calendar Entry Forms are available.

Registration Days - It would be helpful to have some Freshman set up a table with a sign-in sheet of these students that want to help with Freshman activities during the year.  Usually you can find these students through the Leadership Programs at the junior high schools.  Ask the junior high advisor to give you names of students before school lets out in June.

Class Committee – Develop a Class Committee.  This Committee is composed of any freshman student.  The Committee provides opportunities for students to develop a sense of belonging.  Also, it creates a work force for rally and class activities.

Homecoming Float - The "Class" will need to construct a float for the night of Homecoming.  The Float can be done at someone's home with a parent in attendance or here at school with an adult in attendance. The Float will be involved in the parade at the beginning of the game.  This is a very time consuming so get started early.  Parent help is really important especially during the Freshman year.

Publicity - This is important to any successful activity.  Campus publicity and off-campus (cable, newspaper) publicity for special community involvement should be used to full advantage.  Communication is an essential ingredient to success.  Do not rely on the Daily Bulletin to spread the word, do not rely on just posters, use a combination of different things.  Materials are available in the ASB Room and many merchants will donate items for use in your project if you ask early enough. You will want to order butcher paper and paints for your class to use for publicity and rally posters.

Fundraisers - ALL fundraisers must have ASB approval prior to the event.  A fundraiser should have been put on the calendar in May for a candy sale or some other fundraiser.  If one was not, check on calendar availability and pick up an Activity Request Form.  Start planning early and get the word out to the Freshman.  Complete a Fundraiser Request Form for approval.  Complete a Daily Sales Report and turn in funds to the ASB Finance Clerk.  At the end of the fundraiser, complete a Fundraiser Closing Financial Report.  If a cash box is needed please request one from the ASB Finance Clerk at least one week in advance.

Rallies - There will be five rallies throughout the year.  Before each rally a theme will be picked for each "Class."  It takes a lot of work and Freshmen help to make each one a success.  You will be responsible for decorating the Freshman section.  Review with Mrs. Chiotti Rally Rules for Decoration before the rally to make sure you will not be deducted points. Have the freshman class get in the habit of having all decorations done 5 days before the rally so that the day before the rally you need just come in and hang the posters on the back wall.  Sometimes refreshments or dinner can be served to those that help. 

Banquet - At the end of the year when your Sophomore Class Officers have been elected they will be invited to the ASB Installation of Officers. This is something you will want to attend. It is a special evening with a lot of awards and usually a dinner. 

SOPHOMORE CLASS ADVISOR

As the Sophomore Class Advisor you have been through one year of being an Advisor.  You made it.  This is the time you can help out the Activities Director.  Be responsible for all activities that have to do with the Sophomore Class.  Meet the ASB Executive Board and visit them during Leadership Class if possible.  Go to the ASB Office and learn some of their techniques in getting students involved.  Really get to know the system.  Many of the same activities you did during the Freshmen year will be done again.  Communication is still the important issue.

RESPONSIBILITIES

· Attendance at all Sophomore sponsored events and activities.
· Try to get 4th period conference period.  A good learning tool for the Advisor is see how the Leadership Class operates.  The Advisor can see the Class President on a daily basis.  Sometimes it is difficult to meet during passing period, during lunch, or after school.  It is a relief to know that you at least have this uninterrupted time.

· Make sure that your Officers have the chance to go to CADA Leadership Camp during the summer.   Join them if you can.  It is a worthwhile experience for everyone.

· Insure that once Class Officers are elected they have a Leadership training session with you, learn how to hold meetings, prepare agendas, or any other information that will be necessary to have a productive year.  A good time to do this would be during the summer before school begins.  Make sure your officers check in with you weekly or daily if it's during an activity time.  I like them to check with me daily.

· Make sure that the Class President has 4th period Leadership Class with Mrs. Roberts.  During this class, the class officers will gain valuable experience to help the Sophomore Class.

· Organize at least one fundraiser for the year. Initiate all calendar date request forms, use of facilities forms and check request forms.  Students can assist in the preparation of the forms.

· Make sure thank  you notes are written to all those that helped out.

· If questions, ask Mrs. Chiotti or the other "Class" Advisors.  Brainstorm with Mrs. Chiotti regarding activities/concerns.

· Take pictures and/or video of the Sophomores--these are great for the "Class" to look back upon during their Senior year.  This is a job for the Vice President.

ACTIVITIES
Sophomore Class Elections – Mrs. Roberts and ASB will assist in Class Elections during May.  Qualifications and petitions will be distributed through the ASB Office.  Election speeches will be during lunch and voting will be during 4th period homeroom classes. The students who turn in petitions will campaign. The ASB Commissioner of Elections will make posters to hang on campus regarding petitions, elections and voting.  After elections, contact the parents of your officers to introduce yourself and explain your expectations of the student.  

Calendar Signing Party –In the spring, ASB will hold a Calendar Signing Party for all sports, clubs and classes.  It is at this time that all fundraisers, activities, rallies and special events are put on the calendar.  It is very difficult to find an empty space on the calendar after this time.  In addition, our facilities are used not only for Chino Hills, but the community as well.  Be at this meeting with your officers.  All Use of Facility Forms, Fundraiser Requests, and Calendar Entry Forms will be available.

Registration - Class Officers will set up a table with a sign-in sheet of those students that want to help with Sophomore activities during the year like rally helpers and helping with fundraising items. Posters should be made to welcome the sophomore class to registration.  Renaissance cards should be publicized and encouraged during this time.

Class Committee– Develop a Class Committee.  This Committee is composed of any sophomore students.  The Committee provides opportunities for students to develop a sense of belonging.  Also, it creates a work force for rally and class activities.

Homecoming Float - The "Class" will need to construct a float for the night of Homecoming. The float can be done at someone's home with a parent in attendance or here at school with an advisor in attendance. The Float will be involved in the parade at the beginning of the game. This is very time consuming so get started early.
Planning for Prom-  By spring of this year you should work with Mrs. Chiotti, outside vendors and your class officers in selecting a site for Prom the following year. The preparations for the Prom are varied and demand close cooperation by all concerned. The Class Officers and Advisor must work together. Appoint a Prom Committee. There are many items that need to be decided about Prom and deadlines that need to be met. It is important that you assist the students in this venture. You should attend Prom this year to get an idea of what the event entails.
Publicity - This is important to any successful activity. Campus publicity and off campus (cable, newspaper) publicity for special community involvement should be used to full advantage. Communication is an essential ingredient to success.  Do not rely on the daily bulletin to spread the word, do not rely on just posters, use a combination of different things. Butcher paper and paints should be ordered for your class to use.

Fundraisers - All fundraisers must have Board approval prior to the event. A fundraiser should have been put on the calendar at the calendar signing party for a candy sale or some other fundraiser. If one was not, check on the calendar availability and pick up an Activity Request Form. Start planning early and get the word out to the sophomore class.  Keep track of the student, ID # and amount due. Complete a Fundraiser Clearance Request Form for approval.  Complete a Daily Sales Report and turn in funds to the ASB Finance Clerk. At the end of the fundraiser, fill out a Fundraiser Closing Financial Report. If a cash box is needed please request one from the ASB Finance Clerk at least one week in advance. 

Rallies - There will be five rallies throughout the year.  Before each rally a theme will be picked for each "Class."  It takes a lot of work and Sophomores help to make each one a success.  You will be responsible for decorating the Sophomore section.  Review Rally Rules for Decoration before the rally to make sure you will not be deducted points.   Have the freshman class get in the habit of having all decorations done two days before the rally so that the day before the rally you need just come in and hang the posters on the back wall.  Sometimes refreshments or dinner can be served to those that help.

 Banquet At the end of the year when your Junior Class Officers have been elected they will be invited to the ASB Installation of Officers. This is something you will want to attend. It is a special evening with a lot of awards and usually a dinner.

JUNIOR CLASS ADVISOR

You have now successfully made it through two years. As Juniors you will find that the officers begin to work on their own. They have matured, begun driving and hopefully you have some officers that helped in the past--knowing what to expect can be helpful. This is the Prom year. Get started early on training your students. Require your Officers to be accountable for all their actions, decisions and ideas. 

RESPONSIBILTIES

· Attendance at all Junior sponsored events.

· Try to get 4th period preparation. A good learning tool for the Advisor is to see how the Leadership Class operates. The Advisor can see the Class President on a daily basis. I have found this to be a lifesaver. Sometimes it is difficult to meet during passing period or after school. It is a relief to know that you at least have this uninterrupted time.

· Make sure that your Officers have the chance to go to the CADA Leadership Camp during the summer. Join them if you can. It is worthwhile experience for everyone.

· Insure that once Class Officers are elected they have a Leadership training session with you, learn how to hold meetings, prepare agendas, or any other information that will be necessary to have a productive year. A good time to do this would be during the summer before school begins. Make sure your officers check in with you weekly or daily if it's during an activity time.

· Make sure the class officers have 4th period ASB with Mrs. Chiotti. During this class, the officers will gain valuable experience to help the Junior Class.

· Initiate all calendar date request forms, use of facilities forms, and check request forms.  Students can assist in the preparation of the forms.  

· Make sure thank you notes are written to all those that helped out.  

· If you have questions, ask Mrs. Chiotti or the other "Class" Advisors. Brainstorm with Mrs. Chiotti regarding activities/concerns. 

· Take pictures and /or video for the "Class". These are great for the "Class" to look back on during their Senior Year. This is a job for the Vice President.

ACTIVITIES

Junior Class Elections – Mrs. Roberts and ASB will assist in Class Elections during the spring. Qualifications and petitions will be distributed through ASB. Election speeches will be during lunch and voting will be in 4th period homerooms. The students who turn in petitions will campaign. The ASB Commissioner of Elections will make posters to hang on campus regarding petitions, elections and voting. After elections, contact the parents of your officers to introduce yourself and explain your expectations of their student. 

Calendar Signing Party - During the spring, ASB will hold a Calendar signing party for all sports, clubs and "Classes". It is at this time that all fundraisers, activities, rallies, and special events are put on the calendar. It is very difficult to find an empty space on the calendar after this time. You and your Officers must be in attendance. All use of Facility Forms, Activity Requests, and Calendar Entry Forms are available.

Registration Week - Class Officers will set up a table with a sign in sheet of those students that want to help with Junior activities during the year. Posters should be made welcoming the juniors to registration. Renaissance cards should be publicized and encouraged during this week also.   

Class Council – Develop a Class Council.  This Council is composed of any junior student.  The Council provides opportunities for students to develop a sense of belonging.  Also, it creates a work force for rally and class activities.

Homecoming Float - The "Class" will need to construct a float for the night of homecoming. The float should be done at someone's home with a parent in attendance or at school with the advisor in attendance.  The Float will be involved in the parade at the beginning of the game. As you know this is very time consuming so get started early. You will notice a drastic change in your float every year. They keep getting better and better. 

Prom - When you plan ahead this can be a great fundraiser. Remember that you are looking toward a goal for money for Graduation and Senior Activities. The preparations for the Prom are varied and demand close cooperation by all concerned. The Class Officers and Advisor must work together. Work begins in May of your sophomore year to find a place to hold prom. Appoint a Prom Committee. Some areas of concern are listed below. There are many items that need to be decided about Prom and deadlines that need to be met. It is important that you assist the students in this venture. Areas of concern in prom preparation are: DJ selection (sign contract), schedule date for Prom, Selection of Prom site (distance from school, rental, food service, room capacity, available parking, feasibility for choosing theme and decorations.) Theme, Decoration, Publicity, Prom Pre-payment Plan, Ticket Sales, Prom Fashion Show Photographer (Pacific Images), Ticket sales, invitations, favors, Newly elected Junior Class Officers work the registration table, chaperones, and clean-up. 

Fundraisers - All fundraisers must have Board approval prior to the event. A fundraiser should have been put on the calendar at the Calendar Signing Party for a candy sale or some other fundraiser. If one was not, check on the calendar availability and pick up an Activity Request Form. Start planning early and get the word out to the junior class.  Keep track of the student, ID # and amount due. Complete a Fundraiser Clearance Request Form for approval.  Complete a Daily Sales Report and turn in funds to the ASB Finance Clerk.   At the end of the fundraiser fill out a closing financial report. If a cash box is needed please request one from the ASB Finance Clerk at least one week in advance. 

Rallies - There will be 5 rallies throughout the year. Before each rally a theme will be picked for each "Class". It takes a lot of work and juniors help to make each one a success. You will be responsible for decorating the junior section. The back wall behind your section will need to be covered. Review Rally Rules for Decoration before the rally to make sure you will not be deducted points. Have the junior Class get in the habit of having all decorations done two days before the rally so that the day before the rally you need just come in and hang the posters on the back wall. Sometimes refreshments or dinner can be served to those that help.

Graduation Announcements - The newly elected Senior Class Officers will need to select the Graduation announcements at the end of their Junior year. So they will be on display during summer registration

Banquet - At the end of the year when your Junior Class Officers have been elected they will be invited to the ASB Installation of Officers. This is something you will want to attend. It is a special evening with a lot of awards and usually a dinner.

SENIOR CLASS ADVISOR
You have made it to your last year. The past 3 years have been a great experience. Your officers have done wonderful things that you should be proud of. This year gets easier because the students seem to do things on their own. Second semester is a little busier because you must be involved in what is being planned for Sadie's (girls ask guy dance, any theme will do) and Graduation. Train these officers in organizational skills and how to meet deadlines, as they will have major responsibilities for Graduation and Senior Week. Hopefully the past 3 years of fundraising have been successful and you have a sizable balance in your account. This will make the year go by so much smoother if you are not out here doing tons of fundraisers. Grad Nite is the parent's responsibility--they will form their own committee. 

RESPONSIBILITIES

· Attendance at all Senior sponsored events and activities.
· Ask for 4th period conference. At this time, you know how important it is to be inconstant contact with your officers. 

· Make sure that your Officers have the chance to go to CADA Leadership Camp during the summer.  Join them if you can.  It is worthwhile experience for everyone. 

· Insure that once Class Officers are elected they have a Leadership training session with you, learn how to hold meetings, prepare agendas, or any other information that will necessary to have a productive year. A good time to do this would be during the summer before school begins. Make sure your officers check in with you weekly or daily if it's during an activity time. 

· Make sure that the Class Officers have 4th period ASB Class with Mrs. Chiotti during this class, the officers will gain valuable experience to help the Senior Class. 

· Initiate all calendar date request forms, use of facilities forms, and check request forms. Students can prepare these forms and then ask for your signature and approval.

· Make sure thank you notes are written to all those that helped out. 

· If you have questions, ask Mrs. Chiotti and brainstorm with her regarding activities/concerns. 
· Take pictures and/or video of the "Class". These are great for the Seniors to use during Senior Activity Week especially Senior Breakfast. This is a job for the Vice President.

· The Officers must report to you and keep deadlines for Senior Week Activities and Graduation. If they are not fulfilling their duties get someone else to do their job. You do not have the time to do it yourself or not have it done correctly. 

ACTIVITIES 

Senior Class Elections – Mrs. Roberts and ASB will assist in Class Elections during the spring. Qualifications and petitions will be distributed through ASB. Election speeches will be during lunch and voting will be during 4th period homeroom. The students who turn in petitions will campaign. The ASB Commissioner of Elections will make posters to hang on campus regarding petitions, elections and voting. After elections, contact the parents of your officers to introduce yourself and explain your expectations of their student. 
Calendar Signing Party - During the spring, the ASB will hold a Calendar signing party for all sports, clubs and "Classes". It is at this time that all fundraisers, activities, rallies, and special events are put on the calendar. It is very difficult to find an empty space on the calendar after this time. You and your Officers must be in attendance. All use of Facility Forms, Activity Requests, Calendar Entry Requests Forms are available.

Class Committee – Develop a Class Committee.  This year the Class Committee is VERY important. They will be announced during graduation and will help put on all the senior Week events. This Committee is composed of any senior students.  The Committee provides opportunities for students to develop a sense of belonging.  Also, it creates a work force for rally and class activities. It is important to give students information early in the year or previous years on how they can earn a chord for graduation.
Registration Week - Class Officers will set up a table with a sign in sheet of those students that want to help with Senior activities during the year, Posters should be made welcoming the seniors to registration. Renaissance cards should be publicized and encouraged during this also.   

Grad Night - The parents sponsor this. The students do not know where they are going until we get there. It is beneficial to the students to put a deposit on Grad Night during registration as it locks in the price. 

Senior Responsibility Assembly - This is held during the first month of school. All seniors are in attendance. Introduce yourself again and the Class Officers. Have the Class Officers speak to class regarding activities, goals and expectations that they have for them. Urge them to get involved in school activities, rallies, fundraising, Sadie Hawkins Dance, Graduation, Senior Week Activities, Awards Night, etc.

Homecoming Float - The "Class" will need to construct a float for the night of homecoming. The float should be done at someone's home with a parent in attendance or at school with the advisor in attendance.  The Float will be involved in the parade at the beginning of the game. As you know this is very time consuming so get started early. You will notice a drastic change in you float every year. They keep getting better and better. 

Fundraisers - All fundraisers must have ASB approval prior to the event. A fundraiser should have been put on the calendar at the Calendar Signing Party for a candy sale or some other fundraiser. If one was not, check on the calendar availability and pick up an Activity Request Form. Start planning early and get the word out to the senior class.  Keep track of the student, ID # and amount due. Complete a Fundraiser Clearance Request Form for approval.  Complete a Daily Sales Report and turning funds to the ASB Finance Clerk.  At the end of the fundraiser, fill out a Fundraiser Closing Financial Report.  If a cash box is needed please request one from the ASB Finance Clerk at least one week in advance. 

Rallies - There will be 5 rallies throughout the year. Before each rally a theme will be picked for each "Class". It takes a lot of work and Seniors help to make each one a success. You will be responsible for decorating the senior section. The back wall behind your section will need to be covered. Review Rally Rules for Decoration before the rally to make sure you will not be deducted points. Have the Senior Class get in the habit of having all decorations done two days before the rally so that the day before the rally you need just come in and hang the posters on the back wall.  Sometimes refreshments or dinner can be served to those that help.

Graduation Announcements – Sometime during the first few weeks of school there will be a Senior Graduation Cap and Gown and Announcement assembly. This assembly will be hosted and put on by our Cap and Gown Vendor. The senior Class Officers need to help with this assembly and with the announcement distribution. 

Sadie Hawkins Dance - This is a casual dance with no court. It usually takes place in late March or early April. This is another fundraiser for the senior class. The Officers need to form a committee, select a theme, DJ, decorations, refreshments, design a marriage booth, and any other activities they would like for the evening. Plan ahead. The Sadie’s Hawkins dance is usually in our own Avalanche gym. 

Senior Awards Night - This is the evening when the faculty honors seniors and other students. Each department selects their most outstanding students. Select one of the Officers to be the chairperson. You, as the Advisor, will work with Mrs. Chiotti to make sure that the correct information and forms are sent to staff members in a timely manner, order awards and certificates and assist the senior counselors. It would be beneficial to ask other faculty members to assist you. 

Senior Breakfast/Brunch - The breakfast/brunch is held during “senior week” . The Seniors present their own awards to each other, sign yearbooks, the class Valedictorians will be introduced, a Senior slide show will take place and they enjoy the morning with each other. The class Vice President should be in charge of this event. Please secure a place during the first month of school. 

Senior Trip/Picnic –Also during Senior Week a picnic or outing needs to be planned. Examples: Catalina Island, beach day or games at school. This is usually done after graduation rehearsal. The Senior Class Secretary/Treasurer is in charge of this event.

Senior Sunrise/Sunset-  Senior sunrise is an event to “celebrate” the start of their senior year. Work with Mrs. Chiotti to secure any give aways/food that can be distributed for the events.  Senior Sunset is a casual event that happens on the last official school day for seniors. It takes place in the late afternoon up on the softball field space. Students are invited to come, play games, listen to music, and sign yearbooks. Sometimes senior awards/recognitions are given on this evening.
Graduation - This is the big event. All that you have learned and taught your Officers will be used for the planning of Graduation. The Senior Class President will be the Chairperson for Graduation and work with Mrs. Chiotti. The Class President will form a committee and work very closely with you and Mrs.Chiotti. This is the senior's ceremony!  Many people help to make this night a success. Involve all that want to help. Videos and programs from other schools graduations can be found in the ASB office.

Banquet - At the end of the year, if possible, you can have all the officers from each 4 years get together for a farewell banquet, look over old pictures, and look back on the memories they have shared. This is a good opportunity for the Advisor to say one last thank-you for all their hard work over the past 4 years.

DANCE REGULATONS & PLANNING

ADMISSIONS

Dance admissions are limited to Chino Hills High School students and their approved guests. Chino Hills High School students may obtain a guest pass from the Activities Office, three weeks prior to the dance, and it must be turned in one week prior to the dance. Guests must be on the gust list and must present a valid I.D. card from their school or a driver’s license. 

TICKETS

1. Tickets are sold in advance only; they will not be sold at the door.

2. Every student who attends must be on the list and present their Chino Hills I.D. for admittance. 

3. The Advisor of the club or group sponsoring the dance must meet with the Finance Clerk in advance to arrange ticket prices.

4. If an actual ticket is given out, the club responsible for getting those to the Activities Director, pre numbered (a ticket is used primarily for memorable, and will not be used as a means to enter the dance).

DRESS

Students should be informed as the appropriate attire for the dance. However, school dress code does apply.

BAND/DISC JOCKEY

All bands and/or disc jockeys must sign a Dance Band Contract indicating date, time and place and amount.  A check request for band payment must be in the ASB Office two weeks before it is needed.  Anything else to be added to the contract must be typed in at the bottom.  A list of guests must be submitted by the band in advance of the performance if other than band members are to be present.

FACILITIES

1. If school facilities are used, a school dude request form online must be completed and submitted indicating the date, time, place and length of dance for availability of facilities.

2. Items needed and map layout must be turned in one week in advance.

3. If refreshments are going to be served, will the cafeteria be involved?

4. Do you need keys?

5. Will a clean-up committee be taking care of the facility immediately following the event, or will custodial help be hired?

6. Has security been hired?

DANCE CHECKLIST

Dance checklist must be on file in the Activities Office one week before the dance, with the following signatures:

1. Signed contract with the band or disc jockey.

2. Activities Director for confirmation of arrangements.

3. ASB Finance Clerk’s signature indicating the following have been taken care of:  cash box, change, tickets, schedule for selling tickets.

4. Activities Director’s signature indicating the following has been taken care of:  check requisition approved, security has been ordered, all form requirements have been completed.

5. Chaperones for the dance must be arranged through the Activities Director. 

SOUND EQUIPMENT GUIDELINES

These regulations must be followed unconditionally by any and all clubs, classes or sports teams wishing to use the ASB Sound System.  Failure to abide by these guidelines will result in the forfeit of the Sound System as deemed necessary by the individual running sound for your given event.

1. Complete the Request Contract For Use Of Sound Equipment form.  The form must have all signatures to be approved.

2. There must be at least one member of your club, class or sports team in attendance.  Please indicate that person’s name on the form

3. Only the club, class or sports team’s Advisor and the person whose name you have given may be allowed to use the sound equipment.  The area in which the sound equipment is located must be isolated from the rest of the event to prevent any damage.

4. Any lost, damaged or stolen equipment is your responsibility and must be paid for in full.

5. The required form must be turned in at least two weeks prior to the activity.  The form should be turned into the Activities Director.

6. If your club, class or sports team decided to cancel, you must notify the ASB Advisor at least two days prior to your event.

7. Your request must be approved by the ASB Advisor and the Audio Communications Commissioner.

8. The Commissioner or any other sound representative reserve the right to revoke the use of sound at their own discretion.

9. The Audio Communications Commissioner is highly skilled and trained.  His/her judgment is final and should not be questioned.

10. Failure to follow any of these guidelines will result in termination of the use of any sound equipment that day or in the future.

BASIC FINANCE OFFICE PROCEDURES

BUDGETS 
During the course of one school year there are three budgets to be prepared for each club/account on campus.  Although this is a bothersome ordeal it is really very simple.  We are preparing for the School board and the Chino Valley Unified School District our basic financial plan for the year.  The order for budget preparations are as follows:
1. Preliminary Budget – Due at the Calendar Signing Party in the spring.  This is the plan for the following year.  Obviously the figures used on this budget are extremely estimated, as you do not have club officers or members.  Your basic plan will be based on what happened during the current year.

2. Adopted Budget – Due mid to late September.  At this time you should have your officers elected and most members enrolled.  You will have already discussed your plan for the year and may have already had activities.  These figures should be based on the current plan of the club.

3. Final Budget – Due mid to late February.  Two-thirds of the school year is over.  Many activities have happened with maybe a few more to go.  This budget will be based on actual-to-date plus what is planned for the remainder of the year.

Any club not submitting a budget when due will be placed on suspension and all ASB finances will be halted until the next budget due date.  

DEPOSITING FUNDS

Before we can spend any money from our accounts we must first put money in.  There are three basic ways to raise money:

1. Club Dues – Several clubs charge either semester or yearly club dues.

2. Donations – Of course we are always ready to accept any cash donations.

· Dues and donations do not require any prior approval from the Activities Office.  If you are planning a fundraiser, you must have all proper paperwork approved before starting.  

3. Fundraising – Each club may have multiple fundraisers per year. PLEASE FOLLOW THE FUNDRAISING CHECKLIST (on website) to insure you are following proper procedures.  Also realize that this does not apply to booster organization.  These parent groups are not regulated by the District on the number of fundraisers they may have.  However, Booster fundraisers must be conducted off campus.

MONEY COLLECTION

For money collecting there are strict procedures.  All deposits turned into the Finance Office must have the following:

· If sending money with a student, they must come in a group of 2. All monies should be placed in tamper sealed bags.

· When counting money, 2 people must be present to insure accuracy in counting.

· Yellow copies of receipts in numerical order from the Receipt Book.

· Cash Deposit Slip with receipt numbers listed.

· Monies included on Cash Deposit Slip.

You must write a receipt for all monies you receive whether from a student, teacher, or another source. All receipts must be accounted for, even if it is voided it still needs to be included and in numerical order with the Cash Deposit Slip.  

When invoices are received they should be signed that merchandise has been received and turned into the Finance Office for payment. A check request form should accompany all invoices to create a record of when and who is requesting the payment.
All fundraisers will last for only one week (Monday – Sunday) Sales will not be allowed to run over into the following week unless approved by the Activities Director.  Purchase your items to be sold within the one-week time frame. NO SALES WILL TAKE PLACE IN THE CLASSROOMS! The following items are not to be sold on campus in weekly sales:

1. Sodas or drinks of any kind as they conflict with the vending machines.

2. Shelled items, such as peanuts and sunflower seeds.

3. Gum or items containing gum, such as blow pops.

4. Candy of any kind CANNOT be sold ON CAMPUS.

· In order to avoid conflicts with other groups selling in the same week as your group, you must specify items to be sold in your request for sale.  List the items you are selling on your Fundraiser Clearance Request Form or attach a brochure.  Items not listed cannot be sold. 

· A Fundraiser Closing Financial Report must be filed with the Finance Office prior to and no later than two weeks following the completion of the fundraiser.  Organizations failing to do so will run a risk of having their funds frozen.  A list of outstanding monies owed by students must be included.

SPENDING YOUR CLUB MONEY

Once you have raised and deposited your funds into the Finance Office you can spend your profits.  The first rule is to realize that it takes approximately two (2) weeks for approval of an expenditure.  Once a club has turned in a purchase request it must go through a process.

1. ASB Approval – ASB conducts meetings during fourth period every Wednesday. This is where the first approval is received.

2. 
After ASB approval all check requests go to the Principal for signature and on to the district office for board of education approval.

PLEASE SEE THE REQUESTING TO USE FUNDS CHECKLIST ON THE WEBSITE to insure you are following proper procedures.

· If there is a product being purchased, you must complete a Purchase Order Request Form from the ASB Office.  Purchase Order Request Forms require the Advisor/Coaches signature along with a student officer signature to be processed.  The Finance Clerk will then issue you an approved ASB Purchase Order Number. A receipt book will also be issued and instructions given. If you fail to do this before purchasing or placing an order, ASB is not obligated to pay for the merchandise and you may personally be liable for the expense.

This whole process takes from 10 to 20 days.  Once requests are approved, checks or purchase order numbers can be issued.  If a check is issued, it will require another one or two days to get signatures on the checks (two are required).

Good planning on the club or sport’s part will eliminate the need for ILLEGAL emergency checks and purchase order numbers.  Realize, also, that any purchases made without approvals or purchase orders put advisors at risk of taking out their own checkbook and assuming responsibility of any unapproved purchase.

Any club or sport on campus raising funds should plan on spending their proceeds on those who raised the funds.  In other words, if your club/sport has a fundraiser the club should plan activities to spend that money during that school year.  Our friendly auditors frown on clubs that raise money and carry over to the next year more than 5% of their proceeds.  The only club this does not apply to would be the Class accounts as the funds follow them the whole four years they are in high school.

Office Hours
The ASB Office is here to serve your club or sport.  The Finance Office is open every day from 7:00 A.M. until 3:30 P.M., except during nutrition and lunch. Please realize though, that it may be busy during the students’ free time (before school, lunch and after school).  If you are sending a student with money during class time it is a good practice to call ahead and make sure the Finance Clerk has not stepped out of the office.   If you are turning in paperwork and the ASB Office is closed, please place it in the mailbox on Mrs. Robert’s office door.

It is our belief that if you have club/sport student officers they should be trained in the proper financial businesses of their club.  Please include them in all financial aspects from Budgets to Purchase Requests.

Each month when receiving your monthly statement, please make sure all checks and receipts are accounted for and notify the Finance Clerk of any discrepancies immediately.  This is something a club treasurer can do.  Do not allow students to carry money on their own or take money home.  This can lead to serious problems.

