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CLUB REQUIREMENTS

1. Any student desiring to start a club or organization at Rancho Bernardo High School must do so before the first Friday of October.

2. Clubs must turn in their minutes on the third Friday of every month to the VP of Communications. The minutes of each club must be complete, typed, thorough and accurate. Clubs should keep an extra copy of minutes in their club files.

3. In order to maintain active status, no club may miss more than three ICC meetings per school year.

4. Each Club Advisor must sign the financial waiver in order for his or her club to withdraw or deposit any funds into the respective club account.

5. Every club advisor must attend the mandatory club advisor meeting held in the fall.

6. In order to maintain active status, every club must turn in at least one community service form within the first two months of each semester.

7. All cultural clubs must participate in both RBHS multi-cultural fairs.

TYPES OF CLUBS

New legislation1 has established a differentiation between school sponsored (co-curricular) clubs and limited open forum clubs. School sponsored clubs are curriculum related, service clubs, or those valued as important to the educational program. Limited open forum clubs are religious, political, or philosophical in nature and cannot be school sponsored but are allowed club privileges and a custodial advisor. Additionally, PUSD allows each high school with additional precautions to sponsor high-risk clubs. Each type of club must abide by all regulations and procedures established by the RBHS ASB Constitution, PUSD School Board Policy, and the California Education Code. The following will list the differences among the types of clubs.

SCHOOL SPONSORED CLUB

· Gives students practice in democratic self-government
· Extends and reinforceS the instructional program
· Honors outstanding student achievement
· Provides positive, safe, social, and recreational activities
· Provides opportunities for community service
· Builds student morale and positive support for the school
· Has a certificated employee act as a participatory advisor
LIMITED OPEN FORUM CLUB

· May be political, religious, or philosophical

______________________________

1California State Education Code 48930, 48932
· Must be student-initiated and student led

· May have guest-speakers(see “Guest Speakers” section in “How to” Handbook), but may not have regular attendance by non-school persons

· Must have a certificated employee act as a non-participatory custodial advisor(see “Club Advisors” Section in “How To” Handbook)

HIGH RISK CLUB

· Each member of the club must complete a PUSD Release of Liability and Assumption of Risk Agreement (LSS-19)

· The Club Advisor is responsible for making sure these forms are complete and on file for the entire school year

· All high-risk clubs must obtain approval from the PUSD Risk Management office, the principal, and the ASB

· The following are examples of high-risk clubs that may be approved: bikes riding, roller hockey, ice hockey, lacrosse, skateboarding, dancing, surfing

For more detailed information, read PUSD Administrative Procedure Article 5.0, Section 5.23 and PUSD administration Procedure 3.38.1

CLUB ADVISORS
Traditionally, an advisor is a certified staff member who communicates and works with students in an area of mutual interest. All advisors must be certificated employees. The advisor should play an active role in the establishment of a club framework that reflects the goals and attitudes of the club and its members. The advisor is responsible for ensuring compliance with school rules and regulations, district policies, state education code, supervision of students, maintenance and security of facilities, safety requirements, and proper record keeping (i.e. permission slips, request forms, and liability waivers), meeting minutes and attendance records, and completion of all financial transactions. The advisor is ultimately accountable for all of these guidelines. An advisor must be present at all club meetings and activities. 

Remember that all clubs must follow the same regulations when it comes to financial transactions, and the advisor is responsible for ensuring that the club adheres to all of the RBHS and PUSD rules and regulations. The records of every club must be accurate and ready for audit upon request. It is the law that student generated money must have student input and approval prior to the spending of said monies. The records of any approval for expenditures must be in the club’s meeting minutes. It is the responsibility of the advisor to maintain a binder that includes all copies of the approved minutes. The advisor should also maintain a copy of all financial transactions that take place.

SCHOOL SPONSERED CLUB ADVISOR

A co-curricular club is school sponsored. The same privileges and restrictions hold true for these clubs as they have in the past. Here are some guidelines:

· The advisor helps establish the framework, which reflects the goals and attitudes of the club and its members and aligns the club to enhance the curricular program.

· The advisor follows prescribed procedures for room usage, finances and activities.

· The advisor must fill out the appropriate paper work, permission slips, liability waivers, and assure the appropriate number of chaperones are present for any event even if it is an after school activity.

· The advisor and the student leaders work hand in hand to set goals and guide the club throughout the year.

· The advisor helps students prepare and submit a budget.

LIMITED OPEN FORUM ADVISOR

Clubs that are of a political, philosophical, or religious nature are not school sponsored, but enjoy many of the same privileges as a co-curricular club. Here are some guidelines:

· The clubs are under the care of a custodial advisor.

· A custodial advisor is mandated by law not to set goals, dictate policy, or run meetings. He/she are not to make his/her personal or ideological opinions the focus of the club.

· The advisor ensures that the rules of the school are upheld with regard to safety, room use, and financial transactions.

· The club is run solely by the students. Speakers from the community may present during meetings, but the speaker must be approved, as all speakers are, through the office. Speakers may not meet with the students on a regular basis.

CLUB OFFICERS
The club officers are critical to the success of a club. Their time and dedication help ensure that a club will be fun and productive. The following officer descriptions are given for potential club officer positions.

CLUB PRESIDENT

The president is the leader of the club. The club is usually only as effective as the president, who must be committed to the goals and purposes of the organization. The president presides over and conducts meetings accordingly to parliamentary procedures. The president is also responsible for developing agendas, scheduling fundraisers, creating a budget, following all RBHS financial transaction procedures, and working with the club’s advisor. The club president must also attend or designate someone to attend the mandatory club council meetings and report back to club members.

Duties

1. Before the meetings:

· Prepare an agenda with other club officers

· Meet with club advisor to review agenda

· Ensure all club members are notified about the time and location of the meeting

· Ensure meeting location is reserved and all appropriate paperwork has been submitted

2. During the meetings:

· Conduct the meeting

· Follow the agenda

· Assure there is a motion and approval for all financial transactions

· Encourage participation by all club members and visitors

· Help clarify activities and recommend a specific plan of action

· Summarize action items and ask for volunteers to chair necessary subcommittees, as needed

· Conclude the meeting and set next club meeting date

3. After the meetings:

· Review the meeting with other club officers and advisors and address ways of positively improving meeting’s effectiveness.

· Review and delegate responsibilities to appropriate officers and committees for action prior to the next meeting

· Plan next meeting’s agenda

CLUB VICE PRESIDENT

The vice president assists the president in carrying out his/her duties. In the absence of the president, the vice-president presides at club meetings and carries out all additional responsibilities normally done by the president. The most important role of the vice president is the overseeing of all committee work.

Duties

1. Before the meetings:

· Meet with any outstanding committees prior to the club meeting and review progress

· Prepare reports about committee work and progress

· Help prepare agenda with other club officers
2. During the meetings:

· Assist committee chairperson in making committee reports

· Collect and maintain all committee work assignments
3. After the meetings:

· Carry out any tasks delegated by the president

· Follow up on committee work or assignments

· Review meeting effectiveness with the president

CLUB SECRETARY

The club secretary’s job entails a great deal of careful attention to details. The secretary must take accurate notes at all meetings prepare minutes (See ‘Meeting Minutes’ section). In addition, the secretary prepares correspondence on behalf of the club. The secretary assists the president in keeping permanent records for the club and copies of all minutes and committee reports. The secretary maintains a copy of the club constitution and the club handbook for reference when needed.

Duties
1. Before the meetings:

· Help prepare agenda forms

· Ensure that the minutes from the previous meeting are done and copies are ready to be shared

· Assist vice-president in having all necessary tools such as paper, pencils, and master calendar for meeting

2. During the meetings:

· Take attendance

· Read last meetings minutes (including expenditures)

· Read and record communication

· Record the actual working of any motion

· Take careful notes to create minutes

· Record motion and approval of all financial transactions

3. After the meetings:
· Prepare minutes in concise, clear language. Minutes should be legible, preferably typed.

· Photocopy minutes and provide copies for all officers and faculty advisor

· File copies of minutes for future reference

· Submit a copy of minutes to the Vice President of Communications
· Complete any required club correspondence

CLUB TREASURER
The club treasurer is responsible for maintaining accurate financial records of all expenditures. The treasurer reports all money spent and collected and the current account balance.

Duties

1. Before the meetings:

· Prepare financial report

· Help prepare agenda with other club officers

2. During the meetings:

· Make a report of money spent, collected, and current balance

· Issue receipts when required

· Make a year-end report and maintain accurate accounting books at all times

3. After the meetings:

· Maintain up-to-date budget log

· Handle any club financial business and ensure all funds are turned over to the school financial clerk in a timely manner

· Reconcile all fundraising. Complete “Fundraising Analysis Form” (see “How To” Handbook) and turn in to Vice President of Communications

MEETING MINUTES
Because there is a formal process of student governance for organized student groups, each club/organization must prepare and maintain a record of each meeting—minutes. The meeting minutes serve as the record of each meeting and demonstrate that the club has followed all RBHS, PUSD, and state policies and procedures. 

At a minimum, the following information should be documented in the meeting minutes:

· Name of the club holding the meeting

· The date, time, and place of the meeting

· Names of those in attendance

· What was discussed during the meeting

· What action was taken during the meeting (e.g. the budget was amended or expenses were approved)

· The results of any votes taken, including who made a motion and who seconded the motion

· Who prepared the minutes

It is crucial that the minutes carefully and accurately document any action taken regarding student funds and fundraisers. In regard to motions, the minutes must include:

· A motion to spend money

· The name of the student who made the motion

· The name of the student who seconded the motion

· How many votes were for the motion, abstention, and whether the motion was carried (approved).
At the next regularly scheduled meeting of the club, the students should review the minutes and approve them as read or with changes. A copy of the approved minutes must be kept on file by the advisor and must be submitted to the Vice President of Communications at each Inter Club Council meeting.

See sample meeting minutes

_____________________________ Minutes

(NAME OF ORGANIZATION)


            Month/Day/Year_______________________________

            Time and Location_____________________________
Officers

President: ______________________ Vice President: __________________

Secretary: ______________________ Treasurer: ______________________

Other Officers: ____________________________________________________________________________________

Quorum present? (Yes/No)

Advisor: ________________

· Meeting called to order at _______ by _____________

· Last meeting’s minutes were amended and approved? (Yes/No)

· President’s report provided by _________________:

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

· Treasurer’s report provided by _________________________: Balance of Treasury: ____________________________
_________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________
· New business:

_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________
_________________________________________________________________________________________________

 ·Old Business:

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Meeting adjourned at _____________________.

· Minutes submitted by     Print Name: _____________________

     Signature: _____________________                              


  
CLUB/ORGANIZATION BINDER

The records of every club must be accurate and ready for audit upon request. It is the law that student generated money has to have student input and approval prior to the spending of said monies. The records of any approval for expenditures must be in the club’s meeting minutes. It is the responsibility of the advisor to maintain a binder that includes all copies of the approved minutes. The advisor should also maintain a copy of all financial transactions that take place. Club representatives need to bring the binder to every ICC meeting.

5 Tabs need to be labeled


1. Constitution

· This is where your completed constitution should go in case you need it for reference

2. Roster / Application

· This is where your current roster will go along with a copy of your club application

3. Minutes

· This is where all your meeting minutes should be kept

4. Advertise/Flyers

· This is where all copies of approved flyers and advertising materials should be kept

5. Paperwork
· This is where all approved fundraiser request forms go
· This is where all approval activity Requests go.
A copy of all minutes must be submitted to the ASB room for records. All advertisements/flyers, or fundraiser requests forms must be approved by ASB before filing them into your binder. All posted advertisements must use blue painter’s tape on glass or painted surfaces. In order to maintain your financial ASB account, your binder must be kept up to date and available to the Vice President of Communications for periodic inspection.
FIELD TRIPS AND 

AFTER SCHOOL ACTIVITIES

The procedure for club activities is identical to other school activities. Activity/Facility Request forms must be completed and submitted to FSDIRECT 4 weeks in advance of the activity. In order to take students on a field trip, all of the appropriate paperwork (T-13, T-19, T-30) must be completed. The “How To” Handbook outlines all of the paperwork that must be completed. If a field trip or activity takes place during the school day, each student must complete a “field trip permit” form (T-13). Both the parents and the teachers must sign this form. The advisor is responsible for ensuring that there will be adequate supervision. Ultimately, the advisor is accountable for adherence to all policies and procedures. All paperwork must be kept on file by the advisor.

COMMUNITY SERVICE
As a goal to ensure quality clubs on the RBHS campus, we require that each club perform two community service projects per year. This does not mean that your club has to be a service club, but it does mean that your club must give back to the school community or RB community. These service projects can range anywhere from participating in the Multi-Cultural Faire to participating in a Beach clean-up or sending club members to an animal shelter once a month to help out.
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FINANCIAL TRANSACTIONS 

MADE EASY
In an effort to ensure compliance with California State Education Code, the RBHS ASB and the Finance Office request that all advisors/coaches adhere to all RBHS financial procedures. All paperwork mentioned in this area will be featured in the “How To” Handbook. 

SUPERVISION AND AUDITING OF STUDENT BODY FUNDS

Student body organizations MUST keep accurate bookkeeping records. These records must be available for the district and outside audits. STUDENTS SHOULD BE DIRECTLY INVOLVED WITH BUDGETING AND THE EXPENDITURE OF ALL MONIES IN THEIR CLUB OR CLASS ACCOUNT. UNDER NO CIRCUMSTANCES SHOULD ANY MONEY BE SPENT THAT IS NOT IDENTIFIED IN AN APPROVED BUDGET OR WITHOUT PRIOR APPROVAL DOCUMENTED IN THE MINUTES OF THE ORGANIZATION.  Evidence of prior approval must be attached to all finance office requests.
ACCOUNT NUMBERS

Every club has an account name and number. These are crucial to know when filling out mandatory paperwork such as a purchase order or reimbursement forms. California State Ed. Code states that balances from inactive clubs, clubs not meeting RBHS’s minimum requirements, will revert to the ASB general account.
PROCEDURES FOR SCHOOL SPONSORED FUNDRAISERS
In order to have a successful fundraiser, it is imperative that your team, club or organization adhere to all of the guidelines and expectations listed in this document.   Failure to follow the stated guidelines and expectations will cause your ASB account to be frozen with any unapproved funds transferring back to ASB General

Signing Up for a School Sponsored Sale/Fundraiser
1. During the mandatory advisor/coaches meeting at the beginning of the year, club and organization advisors and coaches may sign up and reserve a date for a fundraiser.  However, the date will not be saved if the appropriate paperwork is not turned in at least 2 weeks prior to the fundraiser. A signed copy of the paperwork will be returned to the advisor/coach’s box; no team, club, or organization may hold a fundraiser without prior written consent.  If the advisor/coach does not attend this mandatory meeting the club, organization, or sport will not be approved for any fundraisers until the advisor/coach privately meets with the Activities Director.
2. Advisors and coaches must sign that they have received and read the club handbook before any financial transactions or fundraisers for the club will be approved.
3. All student fundraisers both on and off campus require prior approval.  Sponsors of student fundraisers must complete a Fundraising Request form at least 2 weeks prior to the activity and receive approval prior to ordering any products.  The Fundraising Request form may be picked up in the ASB room.  Approval for all fundraisers is made through the Student Activities office in room 801.  Failure to complete the appropriate paperwork will result in the immediate termination of the fundraiser and all proceeds will be turned over to the ASB General account.

· A fundraising request must be submitted and approved for all groups wishing to sell products or food at any RBHS event.  This includes sporting events.  To reiterate, athletic teams wishing to sell food at their games MUST submit a Fundraising Request form. Coaches/advisors are responsible for making sure that parent foundations adhere to these guidelines.

4. During the school year, clubs, organizations, or teams are only allowed to sell products (i.e., cook books Entertainment Books, wrapping paper, etc.) or food item for 2 weeks (10 total school days during the entire year). 

· No food product prohibited by California law, which may include, but is not limited to: soft drinks, candy, snack bars and other “junk foods” may be sold.  Please refer to SB12, SB965, and the PUSD board policy for specific food item restrictions. 

· No food product may be sold that competes with the cafeteria.  

· No two groups may sell similar items during the same period.  In other words, fundraisers will be limited to one food item or one non-food item (i.e., car wash) per week.

5. In order to avoid competition with food services, California State Education Code (48931, 38085, PUSD BP Article 6.62) only allows three days where competitive food items are sold.  At RBHS, we strictly follow this state education code.  We currently use the Multi Cultural Faires as the only two days that we sell competing food.  No other food fundraisers will be approved during the hours that the school cafeteria is in operation.

6. If a cash box is needed for your fundraiser, please complete a Cash Box Request form a minimum of 2 days in advance.  Athletic teams must request a cash box from the Finance Office for all concession sales. These forms are available in the finance office.  Please see the “How To” section of the Club Handbook for specific instructions.

7. All proceeds of fundraiser items must be turned into the finance office in a timely manner. The funds will go into your club/team’s ASB account.
 [1] SB281 [2] SB965 

 [3]SB12 
Ordering Procedures for Sales/Fundraisers

1. The organizing group MUST not order from a sales representative or company before receiving prior approval for the fundraiser (an approved Fundraising Request Form).  In addition, a Purchase Order Request must be obtained from the Finance Office and approved before placing and order.  The request must be accompanied by the minutes in which the club or organization approved the funds to purchase the items to be sold.  Please allow 5 days for a Purchase Order Request to be approved.  Instructions for completing the form are included in the “How To” section of the Club Handbook.

2. All groups must submit a Purchase Order Request prior to any purchase of MORE THAN $100 from a local company (i.e., Costco, Party City, etc.).  Reimbursements will not be made without prior approval for purchases.  Additionally, the advisor/coach must attend the Advisors’ Meeting at the beginning of the year and sign the “Acknowledgement of Receipt of Club Handbook” form before reimbursements will be made.

3. If your organization does not have sufficient funds to cover the cost of the order, the Associated Student Body Leadership Council must agree to loan you enough money to cover the bill in case you cannot meet payment.  Interest will be charged on every approved loan.  See the Loan Application form in the “How To” section of the Club Handbook.

4. You MAY NOT ORDER by phone, email, website, or personal contact until the Finance Technician has issued a Purchase Order Number.    After the P.O.# is issued, an order may be placed using the club/team and advisor/coach’s name as a reference.  The P.O. # must be included on all invoices and bills for merchandise.  Do not order under a student’s name.
5. Do not sign contracts where you must guarantee that you will sell a specific number of items.

Distribution of Merchandise and Collection of Funds

1. A Fundraiser Analysis Form must be completed at the conclusion of every school-sponsored fundraiser.  Please see the “How To” section of the Club Handbook for specific instructions.  Failure to complete the fundraiser analysis form will result in the cancellation of future fundraisers during the current year and fundraisers for the following school year.  

2. To eliminate problems with collection of money and product at the end of the sale/fundraiser, each student should sign a contract as they receive the merchandise.  For a copy of a contract see the Sellers Agreement in the “How To” section of the Club Handbook.

3. A master list should be kept as merchandise is distributed and sale collections are made.

4. The sale has a beginning and an ending date on the fundraising calendar.  You have 2 weeks after the sale ends to account for money, merchandise still out, and to request any payments or reimbursements.  Pay bills immediately by completing a Finance Office Request and attaching the original bill or other receipt justifying the expenditure.  The advisor/coach should sign and date each invoice and indicate that it is okay to pay.

5. Please turn in money DAILY.  Complete the RBHS deposit slip, the advisor/coach should initial the slip next to his/her name, and place money in the safe in the finance office.  Do not wait until your sale ends.  Do not allow students to hold onto money.  NEVER KEEP MONEY IN YOUR CLASSROOM.  

6. Students can be held accountable for money/merchandise that they do not turn in, but you need a signed contract to prove that the students have not turned in money and/or merchandise.  Once you have a complete list of students who have not fulfilled their obligation, pick up invoices from the Finance Technician.  Complete the invoices and mail them to the students.

Possible Problem Areas

These special areas confuse groups that do not regularly use financial channels. Please help your fundraiser run more smoothly by following these suggestions. 

1. If you need a cash box for your fundraiser, please give at least 2 days notice. The cash box should be returned daily and a Cash Box Reconciliation form completed by a student or advisor.  All athletic teams must request a cash box for concession sales, all monies collected must be deposited at the Finance Office.

2. Any time you collect money, deposit the funds DAILY. 
3. You must submit an ORIGINAL receipt for repayment of money you personally spent for your activity/fundraiser.  All reimbursement requests must be made within 2 weeks of the purchase. All purchases must have prior approval.  Do not forget to attach the documentation to the request.
4. PLEASE SUBMIT ALL BILLS WITHIN TWO WEEKS TO THE FINANCE TECHNICIAN. 
5. Never order product until your Fundraising Request has been approved and you have received a Purchase Order number.
Miscellaneous

1. California State Ed. Code PROHIBITS the purchase of gift certificates for any adult with student funds.

2. All uniform purchases must be made using a Finance Office Request for Purchase Order and must have the approval of the Rancho Bernardo High School Athletic Director. DO NOT deal directly with a vendor until the purchase order has been approved.   No expenditures will be paid without prior approval.

3. Clubs may not donate funds taken from their ASB account, as such monies belong to the general student body (a non-profit organization), to charitable organizations. However, students are encouraged to deal directly with an official sponsoring organization’s representative.

CLUB OF THE YEAR

Club of the year is a prestigious award presented to the most outstanding club on the Rancho Bernardo High School campus. To earn this award, a club must demonstrate that it has made a positive difference at Rancho Bernardo, serving as a model of excellence for other groups. This award is given at the annual Celebrate Assembly at the end of the school year. Below is an explanation of the point system used to determine the recipient of the award.

EVENT                                                                       POINTS
Attend Mandatory ICC Meetings                                             10 per meeting

Submission of Monthly Club Minutes                                  
   10 per month
Multicultural Faire Participation       

    
               30
 Club Rush

· Participation                                                                         20

· Decorations Bonus                                                               10

· Clean-Up                                                                              10

8th Grade Parent Night Booth



                20

School/Community Service project                                           20

Fundraisers (appropriate paperwork and analysis needed)        20

ORGANIZATION OF THE YEAR
Similar to the award for clubs, Organization of the Year is a prestigious award presented to the most outstanding organization on the Rancho Bernardo High School campus. This award is also presented during the Celebrate assembly. Accomplishments throughout the year and community service are used to determine the recipient of this distinction.
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