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CREATING A NEW CLUB
First-time Applications
1. Complete the New Club Application Form as well as the Additional Officer Request Form as necessary for your club.
a. Early Application is only open to clubs that absolutely need an earlier decision on the status of their club (to order materials, register through a program, place reservations, etc). Early Application opens 7/15/24 and the deadline is 8/6/24. Any other club should please use the Regular Application process that takes place after school starts on 8/13/24 and is due on 10/14/24. The Spring Application process starts on 1/6/25 and is due on 1/31/25.
b. All applicants: Have club president(s) send a digital copy of all forms to the ASB email [saratogaasb20@gmail.com] 
2. Upon receiving your application, the Clubs Commissioners will contact you to schedule an in-person interview with ASB.
a. All club officers should be present at this interview.
b. Please prepare a brief (2-5 slides) presentation to pitch your club proposal. You will screen share if the interview is held virtually.
c. Expect members of ASB to ask basic questions (only to get a better idea of your club -- nothing too difficult).
d. Important: Please do not create club social media pages (Instagram/Facebook/etc.) before you are accepted. You may advertise for officers and interest on personal accounts, however, you cannot create official pages yet.
3. After meeting with you, ASB will vote on whether to award you with official club status, and the Club Commissioners will get back to you soon after.
a. If you are approved, Congratulations! All rules for maintaining a club now apply to you.
b. If you are not approved, you may choose to file for reapplication. This process will begin when school starts and last throughout the first semester. You are able to file for reapplication once per semester. 
i. You may still meet as a Non-affiliated ASB student group (see bottom of handbook)
c. ASB may choose to accept your club on a trial basis. In this case, you will be allowed to function as a regular club for a certain period of time. ASB will evaluate whether your club can continue at the end of the trial period.
i. Clubs may hold meetings and participate in Club Rush/Fest while on a trial basis. 
ii. If your club earns one or more strikes while on a trial basis, it will be cut.
iii. If your club is rejected at the end of the trial, you may file for reapplication with significant improvements.

Reapplications
1. Reapplications for denied clubs will open 8/13/24 and continue to the end of first semester. 
2. Complete the Reapplication Form.  
a. All applicants: Have club president(s) send a digital copy of all forms to the ASB email [saratogaasb20@gmail.com] 
3. Upon receiving your application, the Clubs Commissioners will contact you to schedule an interview with ASB. 
a. All club officers should be present at this interview.
b. Please be prepared to discuss why you feel you were denied during the first round of club approval and the changes you’ve made to the club.
c. Expect members of ASB to ask basic questions.
4. After meeting with you, ASB will vote on whether to award you with official club status, and the Club Commissioners will get back to you soon after.
a. If you are approved, Congratulations! All rules for maintaining a club now apply to you.
b. If you are not approved, you may choose to file again for reapplication. You may reapply once per semester. 




CLUB RULES
1. Club Meetings
a. A monthly calendar with all club meeting dates will be posted around campus and on Facebook.
i. To hold a club meeting, you must be approved as a club.
ii. At the beginning of the year, Club Presidents must notify what room on campus their club meetings will take place. 
iii. At the beginning of each month, one of the Club Commissioners will post a calendar where you will add your meeting times. You must have two meetings every month (with exceptions around finals and AP testing). 
iv. If your club has any changes to the schedule, please notify a Clubs Commissioner at the beginning of the month.
v. If your club goes consecutive weeks without a meeting you are subject to one or more strikes.
2. Club Minutes
a. Club minutes are a brief summary describing what happened at the club meetings, and they help to reestablish future goals of the club.
i. Club minutes are expected to be filled out and completed at the end of each month by the club secretary or another club officer. 
ii. Print out a copy of your minutes and have it signed by your advisor, then submit it to the Clubs Box in the Activities Office (each month).
iii. The link to the club minutes form can be found on the ASB website. 
iv. Failure to complete club minutes will result in a strike and 3 strikes will result in a month-long probation period and likely termination. 
3. Attendance
a. Each meeting should have a minimum of 10 members, NOT including officers
b. Club advisors should check in with clubs in the first 10 minutes of lunch.
c. All club officers should attend each meeting.
i. An absence due to unavoidable factors is acceptable, but should not occur frequently.
4. Fundraising
a. All clubs must follow fundraiser protocol and submit a club budget form to the Activities Office if they plan on fundraising.
b. Fundraiser protocol:
i. Reference the Fundraiser calendar in the Activities Office to find a suitable date for your club’s fundraiser and sign up.
ii. No fundraising is allowed during lunch other than during Club Fest
iii. Clubs cannot fundraise for outside organizations. All the money fundraised must go back into your club or school. 
1. Clubs also cannot host raffles where students have to pay for raffle tickets. 
iv. Fill out a Cash Box Request form in the Activities Office at least 3 days prior to your fundraiser.
1. You must return the cash box to the Activities Office immediately after your fundraiser — in NO case may any money go home with an officer.
2. Cash boxes must NEVER be left unattended.
3. An officer should never be left alone with the cash box — at least 2 officers must accompany it or transport it at any point.
v. After the fundraiser, fill out a deposit form in the Activities Office to transfer the money into your bank account. (Ask Ms. Ybarra for assistance if needed)
5. Grants/Budgets 
a. Clubs can apply for a grant of up to $1000 if they are unable to fundraise themselves.
b. Fill out the Club Grant form.
6. Club Rush
a. Club Rush gives clubs a chance to recruit students to join clubs. 
i. Sept. 5th - Academic Clubs 
ii. Sept 6th - Cultural/Service Clubs 
1. Whether or not campus is closed is TBD 
b. All clubs must partake in club day; exceptions are granted on a club-by-club basis, so contact Anisa or Nirvan via email or Facebook messenger if you have any questions.
c. All clubs must complete the Club Day Form by the indicated deadline (8/27)
d. Each club is limited to only one tri-fold, one poster, and 30 fliers.
i. Clubs are strongly encouraged to have posters, tri-fold boards, or some other prominent visual aid. 
ii. Tri-folds, posters, fliers, and any other advertising content may not display inappropriate images. Administration has final say in what is deemed appropriate.
e. Clubs may pass out snacks for NO PROFIT
1.  homemade goods and goods containing citrus or nuts are NOT ALLOWED.
2. no SUBSTANTIAL foods are allowed (Ex: boba tea, pizza, sandwiches, fries, etc.)
7. Club Fest 
a. Club Fest is an opportunity for clubs to fundraise in the quad and increase engagement with their club 
b. The traditional Club Fest will occur during the spring semester
8. Club Spotlight 
a. Clubs with zero strikes are eligible for Club Spotlight and will be chosen randomly.
b. 1 club will be highlighted on the ASB Instagram page every two weeks.
9. Club Advisors
a. All clubs are required to have an advisor.
b. It is the responsibility of each club to notify their advisor of any meeting. 
c. The advisor can be any teacher or staff member of Saratoga High School.
i. If your club doesn’t have an advisor please reach out to either of the club commissioners to be your advisor temporarily until you are connected with a teacher/staff member.
ii. If your club does not find an advisor, the club will not be automatically renewed for the next school year.
d. Staff members may not be the advisor for more than 3 clubs.
10. Club Exit Form
a. Club Exit Forms will be sent out at the end of the school year and posted on the ASB Website.
b. A club must fill out the Club Exit Form if they wish to continue — if no form is submitted for a club it will be assumed that they do not wish to continue in the next school year.
c. Approval of a Club Exit Form by ASB allows the club to start meetings at the beginning of the following school year without needing to submit additional forms.
d. If you forget to submit a Club Exit Form at the end of the year and you wish to continue your club, you must reapply.
11. Additional Club Officer Request Form
a. This is for clubs that strongly feel that they need more than four officer positions. 
b. Fill out the Additional Club Officer Request by clicking on the link here or going to the ASB Website.
i. The form should be submitted alongside the Club Exit Form or the New Clubs Application
ii. The approval or denial of an additional officer request is at the discretion of all ASB Officers.
12. Consequences
a. Three Strikes System:
i. The mentioned actions in the handbook (e.g. missing minutes, failing to host two monthly meetings, etc.) resulting in a consequence will result in one strike.
1. Please check the club presidents’ page often for reminders and be timely.
ii. However, if a club does not turn in minutes, they will be awarded two strikes: one for missing minutes and one for failing to prove they hosted any meetings that month.
1. One of the two strikes can be revoked once the meeting minutes are turned in.
iii. 3 strikes and your club will be cut. 
iv. If all club officers contribute to a leadership event(outside of club fest or club rush), the club can be cleared of a strike.
b. Please email or reach out to any officers for any additional concerns or questions. While we do not want to have to punish any clubs or officers, misconduct or repeated failure to comply with the above rules will not be tolerated. Being an officer of a club comes with responsibilities and work. If you show a complete disregard for these responsibilities, ASB will have to get involved, which could lead to the termination of your club. You don’t want that to happen, so please stick to your responsibilities so it doesn’t have to.


STUDENT GROUPS
1. Student Group
a. If you are rejected by ASB for club status, you are still allowed to meet on campus as an ASB Non-affiliated Student Group (you will not be addressed as a club). You will not be allowed to affiliate yourself with Saratoga High School (e.g., in your name) and we will contact any teacher advisor you may find to notify them that the group has not been approved by ASB.

2. Rules
a. Student groups do not receive the same perks as ASB-approved clubs. 
b. You will NOT have the following ASB club benefits:
· Participation in ASB affiliated events (Club Day, Club Rush/Club Fest, Club Match)
· Eligibility for ASB Grants
· Access to an ASB School account (holding fundraisers)
· Be listed on our Club List on Saratoga High website
· Receive advertising on ASB social media accounts (Instagram, Facebook
· Holding field trips through the school
· Be able to include SHS in Instagram handle or Facebook group title 
· Access to Club President’s group chat and ASB Clubs Google Classroom
· Access to Club President meetings
· Access to ASB morning announcements
· All future ASB events
· Assistance from ASB
