Clubs and Councils Guidelines 2009– 2010   - J. Storms, ACL of Clubs & Councils

These are in addition to those included in the Staff Handbook.  
1. Bulletin Boards: There are a number of bulletin boards that have not been claimed yet by a club or department. If you would like to use one to publicize your Club, please reserve one with Terrence Lau, President of Clubs and Councils. There is a Bulletin Board competition each year that your Club may wish to enter.

2. Staff advisors must 1st approve and monitor any Club websites, Face book accounts, etc.

3. Announcements: Written announcements must be submitted to the Haig Radio inbox on the second floor before 8:30 a.m of the day of the announcement. Staff Advisors MUST sign the announcement form and it must be legible and include the date the announcement is to be made. Haig Radio is not to make announcements at the end of the day. If a group needs an announcement at the end of the day, it must be requested by the staff advisor and announced in the Main Office.

4. Clubs Lists and Members Lists: The Master list of all registered Earl Haig Clubs and Councils is posted on the Clubs Bulletin Board, ESL Bulletin Board and Earl Haig website. Additional copies are kept in the main office, library, SAC and Guidance. If your group is missing or you’d like to start a new group, please fill out a Clubs Registration form for your group. Forms are available on the Clubs Bulletin Board.  You must also submit a Clubs Members List showing all of your members’ names. The Members Lists are kept in the Clubs and Councils binder in the main office. Earl Haig Website Clubs Section – Club information must be updated throughout the year regarding current meeting times, Club Presidents and Staff Advisors. Presidents can send a request to the EHSS webmaster to create a school email account for their club.
5. Fundraising: A Fundraising Registration Form must be submitted and approved before a club may sign up on the Fundraising sign up sheet on the Clubs Bulletin Board. Forms are on the Clubs Bulletin Board and Clubs website section. A club may reserve a table and 3 chairs only, 3 times a week maximum,

9 times a month maximum, with 3 groups at one time, no duplication of items sold and no cooking or food preparation in school. Tables and chairs MUST be returned to the CAF or the group loses fundraising privileges. Record keeping – Club Treasurers should keep track of all of their clubs’ accounting. Many individual clubs who do a large degree of fundraising now have individual club accounts set up, instead of being included in the Clubs and Funds account. Staff Advisors can ask Ms. Johnson for print-outs of their Clubs’ accounts transactions. 
6. Fundraising Cash Boxes: Cash boxes are available to fundraising groups. Larger clubs already have their own cash boxes in the vault. If your group does not have your own cash box, ask one of the secretaries to get a “miscellaneous” cash box from the vault and you will put your group’s name on it for the duration of the fundraising activity. Please take the name off at the end of the event. You may wish to also put the names of the members of your group who have permission to take the box from the vault on the cash box. For one day or short activities, you may choose to keep your money in a marked envelope in the vault, instead of a cash box. Envelopes are available from the SAC office. Do not keep any money in a locker, club office, etc. Please return money to a secretary to put in the vault each day. (4 p.m. deadline). Cheques and cash to be deposited should never be taken home nor kept in lockers. Take the cash box or an envelope with your club’s name on it to the vault immediately after you have finished selling. If it is after school or in the evening, give it to an Administrator for safekeeping until the morning.
1. a) Fundraising Deposits: If there is a large amount of cash each day, you may wish to fill out a deposit slip daily (forms are located above the staff mailboxes). If the money is not substantial, you may wish to deposit the money as needed or at the end of the event. Any money not deposited must be stored in the vault overnight. Please write the name of the Club and what the fundraising activity was for on the deposit slip. Keep the third pink copy for your files. Students and staff are asked to keep careful records. Please separate and sort the bills in order before the cash and deposit slip are given to Ms. Ledger. Envelopes are available in the Main or SAC office. Cheque requests may be submitted by students but must be signed by the Staff Advisor. Staff advisors should be aware of all fundraising activities and what the money is being raised for. All Out-of-School Charity Fundraising must be approved by Ms. Ohashi.  Only Staff Advisors may request a print out of their Club’s account and this is preferable at the end of a month. Use the school account only. Do not set up outside club bank accounts.

b) Cafeteria - During lunch, if your group is selling fundraising food items which the cafeteria also sells, eg. pizza or hamburgers, as a courtesy let the cafeteria staff know a few days ahead so they will order less to sell that day. As always, chairs and tables are to be put away as soon as you’ve finished selling & Clubs must sign-up to fundraise on the Clubs Board with no duplicate products.
8. Support from SAC: Clubs can request money from SAC to support their Club’s activities, 

eg. Badminton birds for the Badminton Club. The Club must also fundraise for a minimum of half the money needed for the activity or item. The activity may not involve food, i.e. pizza party for their own group and the SAC money may not be part of a charitable donation. Proposal information is available on Clubs Board and the Clubs section of the Earl Haig website.

9. Money – Use cash boxes, deposit slips and cheque request forms for any financial transaction – ordering pizza, t-shirts, fundraising for charities, etc. Cash should not be taken out of the cash boxes to pay for anything. Situation A.) Order items in advance, get the price, give the Cheque Request with the written estimate/invoice to Ms. Johnson in the main office with your Staff Advisors signature on it at least 2 days before you need the payment. Write the requested date and time you need the cheque as well. The money should already be in your account from your previous deposits. The cheque will be given to your Staff Advisor to pay for the item. Situation B.) The student or Staff Advisor pays with their own money for the item, Eg. Soft drinks at Loblaws. The receipt is attached to the Cheque Request form, signed by the Staff Advisor and given to Ms. Johnson. The cheque is given to the Staff Advisor to disburse within a few days.
9. Activity Planning Checklist: If you would like a copy, it is posted on the Earl Haig website.

10. Activities and Proposals: As outlined in the Staff Handbook, Staff Advisors are responsible for their members’ activities. Staff Advisors should be “in the room” or at minimum in the building during their Clubs’ meetings or events. Students should keep their Staff Advisors informed about all of their activities and they should have their approval. An outline or proposal MUST be given to Mrs. Storms in advance for each school activity your group undertakes. If Ms. Storms feels that it needs an administrative decision, or if it is a new activity, she will take it to the administration.

