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Folsom High School

2012 - 2013 Club Guidelines
Dear Club Advisors,

In order to become an official club at Folsom High School you will need to meet the criteria below and complete the following steps:

1. Clubs must have an advisor who is a certificated staff member. This means a teacher, counselor, or an administrator.

2. You must complete and return a Club Application.  The application must be approved by the ASB before you can become a club.

3. Hold a meeting and elect club officers.  The names and positions of the officers need to be placed on the club application.

4. You must have a Constitution (charter), which includes a statement of purpose and a list of eligibility requirements.
5. All club advisors need to sign the Constitution and then submit it to the Activities Director for Executive Council approval.
6. IF your club’s single purpose is to create an opportunity for students to meet with other students and you will NEVER be fundraising or electing officers, then please state that in your statement of purpose in your Constitution.  Instead of officers, you could have a rotating “captain” every time your group meets. Taking minutes will not be necessary. However, the ASB VP will be checking in with you from time to time.
7. All members need to meet the eligibility requirements stated in the club’s Constitution.

8. The Constitution must be ratified by the ASB Executive Council.

9. No fundraising may take place without filling out a “Fundraising Request Form” and receiving an approved copy of it back.  Fundraising requests must be submitted to the Activities Director at least two weeks prior to date of event.
10. If you are going to fundraise you must have recorded minutes.  Hold a meeting, make a motion to fundraise, second it, vote and then record it in the minutes. 
11. All fundraising must be approved through student council. A representative of your club must present your fundraising idea to the student council (if they have any questions) for approval.
12. If you need a cash box for a fundraising event, you must (in writing) ask our student accounts’ clerk 36 hours in advance to draw up a box for you.  The request should state the desired change amount in the box, as well as the cost of the items being sold. The box should be picked up the day of the event and returned the same day.  If the time or location of your event prevents returned the box on the same day, then the box should be returned first thing the next morning.   No money should ever go home with a student. Advisors need to take responsibility for all monies. Monies should be tabulated by the club treasurer and the advisor, on a Cash Reconciliation Form – both people need to sign that they agree to the amounts listed.  These can be picked up from student accounts or the Excel version can be found in staff shared under the Clubs folder. 
13. District “Contract for Activity Participation Forms” must be filled out by every member of the club. The original will be submitted to the Activities Director and a copy must be kept on file by the club advisor. 

Note:  Please do not hesitate to contact the Activities Director if you have any questions or concerns. She can best be reached via email dreeve@fcusd.org 
