Clubs/Councils Activity Check List 2009-2010

Planning any activity? 

The list below should help you plan a safe and well-organized event!

1. Proposal or outline given to Ms. Storms in Guidance after being approved and signed by staff advisor. Ms. Storms will take to the administration if necessary, eg. new proposals, “outsiders” allowed, additional teacher or administration supervision needed?





Check⁯
2. Reserve room(s) or areas, staff advisor books the area with Ms. Dawe. Teachers are advised to use their “own classrooms” for meetings. Please leave the area the way you found it. No garbage left.
Check⁯

3. Permit required if after 6 p.m. or on the weekend. Staff advisor books with Ms. Dawe.

Check⁯

4. Posters created, approved and signed by staff advisor, given to Dave Bradley for photocopying with 

two days notice.  30 photocopied poster maximum. Post on your bulletin board or the Clubs Bulletin Board, or the cement pillars only. Please remove after the event date. 


Check⁯

5. Announcements written for Haig Radio and TV, approved and signed by staff advisor, deposited in Haig Radio box on 2nd floor before 8:30 a.m. 





Check⁯

6. Security Crew, forms in upper mailbox, put completed forms in Mr. Kettle’s mailbox.

Check⁯

7. Front of House forms to be completed if required.
Staff Advisor is Mr. Sherman.

Check⁯

8. Lighting Crew, (forms on EHSS website in Lighting Crew section of Clubs section) submit form to Lighting Crew’s mailbox 2 weeks before the event. Advisor is Ms. Beach.


Check⁯
9. Staff  supervision arranged, teachers, hall monitors, administration.



Check⁯

10. Caretakers notified in writing and in advance of activity and equipment needs.

Check⁯

11. Police or outside security arranged if needed. For Police, the forms to fax are available from Mrs. Storms. Outside Security suggestion, Intercon 416-229-6811




Check⁯
12. Ticket sales organized, student created, or perhaps ordered from ComTix Tickets Inc., 416-298-3000, 

delegated who is selling, collecting and when and where. Book Front of House to assist?

Check⁯

13. Refreshments organized, if, who brings, sells, when and where. Who cleans up?

Check⁯

14. Cash box delegated, who gets from secretary and returns to vault before 4 p.m. Some belong to larger clubs but generic cash boxes are also available for short-term use. Money may also be stored in vault in marked envelopes (from Main Office/SAC). DO NOT keep money in another office, locker, or separate bank account. If evening event, give cash box to an administrator to keep in main office overnight.
Check⁯

15. Deposit Slips, filled out, given to Ms. Ledger with sorted, counted money in an envelope. Large groups have their own school accounts while others are part of the main school account under Clubs & Councils. Make sure you list your group, what the money is for and it will be recorded. The depositor keeps the pink copy and the yellow copy will go to the staff advisor later. Only a staff advisor can request a club’s printout or balance from Ms. Johnson.  Charity fundraising is to be approved by Ms.  Ohashi.
Check⁯

16. Cheque requests (upper mailboxes) filled out and submitted with original receipts for expenses and signed by staff advisor, given to Ms. Johnson.





Check⁯

17. List of students if missing classes posted in the Student Office by Staff Advisor.

Check⁯

18. Door and conduct policy set, usually no in and out privileges, once they leave the auditorium/ building/gym they may not return. No one may leave assigned seats and go up on stage.

Check⁯

19. Fundraising Registration Form (on website) completed and submitted. Fundraising sign up sheet on Clubs Bulletin Board completed.  May reserve a table and 3 chairs, 3 times a week maximum, 3 groups at one time, no duplication of items sold, 9 times a month maximum, no cooking or food preparation in school.  Tables and chairs MUST be returned to the CAF or group loses fundraising privileges.
Check⁯

20. Staff Advisor (or delegate staff member) must be present at the activity (or at minimal in the building, depending on the nature of the activity). Staff must be present in Cringan Hall & Gym activities. Ultimately the staff advisor is responsible for the students and their actions. 
Check⁯


J. Storms, ACL Clubs and Councils

