Advisor Training

Selah School District




Topics Being Covered elaly ) .

New & Important Items for NEW ADVISORS & COACHES

Review Duties & Responsibilities
Fundraising & Cash Handling Overview & Rules _
Field Trips Fundraising & Cash Handling
Meal Money Purchasing Best Practices

PTO/Booster Clubs
Prizes/Awards & Food Policies
Travel and Field Trips

Club Establishment

Budget Development &
Management

Prizes and Awards

Food Policies

HB 1660 Fee Waivers
Involvement of PTO/Booster
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NEW & REVIEW ITEMS FOR ALL ADVISORS

& COACHES




WHAT IS CONSIDERED FUNDR

Any time funds are collected from students or

members of the community where a product or

service is given in exchange for those funds -
even if there is no intent to make a profit.

Examples: e

|

Car Wash/Yard Sale =
Selling of Baseball hats to athletes
Dances, Events where tickets are sold
Gold Card Fundraiser it
Skills Camps, Summer Tournaments
Etc. /3
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FUNDRAISING

Funds raised by students or under the supervision,
organization or at the direction of school staff are public
monies and must be accounted for in a manner required

by law. ASB funds are restricted public funds and
CANNOT be used for curricular purposes:—(WAC
392-138-105) /N

T

ASB Fundraising Guidelines



https://drive.google.com/file/d/1UVnx100BIv0S756IMpKYTt_ICn7vlvG5/view?usp=sharing
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- STEPS TO FUNDRAISING 9
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Pre-Approval of Func

Get Organized
Conducting of Fundraiser (Sales) and Cash
Collection

Purchasing of Product/Service with Collected
Funds

Reconciliation and Profit Analysis of Fundraiser is
Completed

Financial Guidelines for ASB Advisors/Coaches

In some cases (with prior approval) - product may be
purchased prior to selling items.


https://docs.google.com/document/d/1bNQEu11Wbat5YCExfkv1zhc_QCGhuM4_/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/0B504WHjTuNXvZ2wyMVFlcEZXaWM/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-kXuf02iL1WjWT1sx2dVNvg&rtpof=true&sd=true

STEP 3: CASH COLLECTIONS

Most cash handling should occur in the
ASB/Main office by an approved cashier.

In some instances, Advisors and Coaches
can be allowed to collect money from
students for fundraisers only. If you are
collecting fundraiser money you must write
receipts for all monies collected at the time
of sale. You will also need to fill out the
reconciliation form to turn into the ASB
secretary along with the money (please see
ASB secretary for procedures).

Any receipting related to a student (club
dues, fines and fees, sports fees, etc.) must
be handled directly between the student
and ASB Administrative Assistant.



STEP 3: CASH COLLECTIONS

Cash Receipting Protocols MUST
Be Followed

All funds collected need to be receipted at the
time of sale and deposited in a timely manner
(within 24 hours).

Funds must remain secured at all times with
/” limited access.

Bank Deposit Form



https://docs.google.com/document/d/0B504WHjTuNXvUEpEM0hvVDVYR1E/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-F5b21yjoRClbTMiEgXnbYw&rtpof=true&sd=true

FIELD TRIP REMINDERS 9@

e Out of state OR overnight outside district boundaries field trips are to be
approved in advance by School Board.

e Field trip request form to principal at least three weeks prior to the field
trip.

e Supervision required is one adult to max of 10 students.

e All participating students must return a signed permission slip.

e Field trip request form to school nurses, Nutrition and Transportation
departments at least three weeks prior to the scheduled trip.

e Sack lunch request form to Nutrition Services at least 15 calendar days
prior to the field trip.




MEAL MONEY PROCEDURES elaly

® Student athletes receive meal allowances for post-season events.

$10 for Breakfast (excluded if hotel breakfast is provided)
$15 for Lunch
$20 for Dinner

Coach is responsible for securing and distributing meal allowances to students.

Advisors may plan club meals or snacks as this falls under the recreational or
social aspect of CARS. (Cultural, Athletic, Recreational, Social)

Signatures must be obtained whenever food is consumed or money is handed
out and returned to ASB office



PRIZES AND AWARDS @n)

All members of a team or group must have the same opportunity fo earn the award or win the
prize. Prizes or awards given must meet the following criteria (please see Board

e Non-cash item
It is of de minimus (nominal) value ( $75.00 annually per student), and;

e It has no functional use (Example: a letter jacket, an ipod or a stereo would n llowed since it would
be considered a gift; however, an inexpensive pin, an athletic sew-on letter or special certificates would be
considered to be of nominal value)

EaceletisrthAmi$2bie or t-shirt is not considered a gift if it is within the reasonable cost of such dn. L 4
AdbedtetredsSthidepdi8ody) ihdieicerard pagrefitbe timmemonyifiat tretielbbt*Will be retained by the

Gift certificates or cash awards are prohibited.
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https://drive.google.com/file/d/1OD8an-8AziGPCqhc9u89P7pLLU0edicE/view?usp=sharing
https://drive.google.com/file/d/1Peyo8w9eXUmT6dAdVl7wbxqnM7WepJLz/view?usp=sharing

FOOD POLICIES elal

District Nutrition & Wellness Policy (Board &
)
e Create ways for students with food allergies to participate in
activities.

e Enforce hand washing before and after eating.
e Encourage non-food items for rewards or incentives. No
e homemade food used for celebrations and rewards on campus
e~ during the school hours.
e Use only pre-packaged, store-purchased food items. All
purchased food |tems must have list of ingredients dlsplayed on

isurance Requirements (Flowchart)


https://drive.google.com/file/d/1Mbq-2t3bdYF3yAeCppxjG2CylsIlrIRF/view?usp=sharing
https://drive.google.com/file/d/1IWvAWXcWQl8Tn1cM8b5FaIXY1Fp_fOWG/view?usp=sharing
https://drive.google.com/file/d/1b07YsdLgiSVxHn7XngQnWPmzMCaq2u3u/view?usp=sharing
https://docs.google.com/spreadsheets/d/1Vypf7J-rIqiwmhUjIkf6-mhYZC6CFDIz/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/1oU8SOGg6v8ricibs2ZCZYu2y3bhKn84O/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true

HB 1660 FEE WAIVERS elaln

e HB 1660 impacts - extracurricular fee waivers for eligible students
o  What you should know
m Students who come from a low income household and have a consent to share
form on file may be eligible for extracurricular fee waivers
m These fee waivers include all fees required for participation in any extracurricular
activity - such as ASB Card, athletic fees for individual sports, participation fees,
club dues, uniform fees (not including spirit gear), dances, etc.
m Individual income/waiver status of students is confidential information and
cannot be provided to Advisors or Coaches.
o What you should plan for -
m Reduction in revenue resources and need for increased fundraising to offset the
revenue loss.
o Please contact your Admin Assistant with any questions.




HB 1660 FUNDING ASSISTANCE elaln

HB1660 has removed the financial barrier for many of our students to participate in the many athletic ’
and activity opportunities offered in the Selah School District. However, the waiving of these fees has
financially impacted our ASB's and many of our student groups.

The Selah School District has set aside funds for the 2023-24 school year to provide assistance to
Middle and High School ASB's. In addition, there are funds available for special events and
circumstances for our student athletic and activity groups who have been severely financially impacted
by HB1660.

O Request Form for Funding Assistance due to HB1660



https://docs.google.com/document/d/1TJbGguYYeKTwwqIHaVAEHzGbql1mFgaX4_AmpIejnx8/edit?usp=sharing
https://docs.google.com/document/d/1VYqgXF0eCTKnQLeQ1JPoa13ePkESJCKwvVt318mKYek/edit?usp=sharing

OTHER ITEMS elalr ) =

e Invest Ed Assistance - The district does have limited funds to assist students.
Please see ASB Admin Assistant or Counselor for more information.
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INVOLVEMENT OF PTO & BOOSTER CLUBS \ elaln

Money raised during the school day, on school property, using school personnel, OR school
materials is ASB money.

If approved by the district & a staff person in charge, off-campus events with students are also
ASB.

A good question to ask yourself, “Would a reasonable person in the community think that this
was a Booster Club or a School sponsored activity?”

If not specifically advertised as a PTO or Booster Fundraiser - it is likely an ASB activity.

. ~
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https://docs.google.com/document/d/1cbD4hjM54OlTXSqsjMFCNhzthici-LnM/edit?usp=share_link&ouid=104566558535349076155&rtpof=true&sd=true
https://drive.google.com/file/d/1IYL1hHR17tllIVXRQfgz2FDAZL1zzN3K/view?usp=sharing




ADVISOR & COACH RESPONSIBILITIES

GOALS:

e Provide superV|S|on and dlrectlon to the
- sponsored activity. L
- o Document & save meetlng minutes.

e Supervise club admlnlstrative

requirements. . _

e Support the goals and objectlves of the

,act|V|ty - . ~



ADVISOR & COACH RESPONSIBILITIES ‘

DUTIES:

° Coordmate and schedule act|V|t|es/meet|ngs
e Serveasaresource person
;. Supervise fundraisers and the handlng/accountlng of
i money i
e Supervise/chaperone activities |
e Consider activity risk factors in order to protect the
school district, staff and students
e Supervise election of officers
e Supervise transportation arrangements
e Provide guudance in problem solvmg and conflict |
resolutlon ~




Athletics & Club Operations elaly

e Why do you need to know about ASB rules and regulations? _"'
o Your club or sport is funded and operated through the ASB fund!

m Any ASB activity requires additional involvement and prior-approvals from the ASB
student council and ASB advisor.

m General Fund provides levy funding for the athletic program (staffing, equipment,
etc.) as well as levy funding for ASB (levy offset).

o All ASB activity is routinely audited by the State Auditor's Office for
compliance and internal controls (high risk fund)

o Knowing the will protect the
students, the District and YOU!



https://drive.google.com/file/d/1Bp6LMmBQzB1RgSTioPnEOWPczC_zqGgL/view?usp=sharing
https://drive.google.com/file/d/1UrpnaQaUpEVUke67ASoQqtrRrs50SQ7W/view?usp=sharing
https://drive.google.com/file/d/1tUlSvBnV7rI4vH-GnnRX1YmLxfnvtAnh/view?usp=sharing
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e Funds raised by students under the supervision or at the direction of school staff
are public moneys and must be accounted for in a manner required by law.

e Money raised at activities conducted “with the approval, and at the direction or
under the supervision, of the school district” is associated student body money,
and must be accounted for in accordance with the rules governing public funds.

e ASB funds are restricted public funds and cannot be used for curricular
purposes.

e Co-curricular is not a legal term. Only curricular and extra-curricular are defined in
the law.

e Public money cannot be given away for private use.



https://drive.google.com/file/d/1Z2otPMdNo2tnEGKbNUHXz3ZtrPE9Ga8w/view?usp=sharing

e Students and staff must collaborate on the generation and use of
public money.

e You must have a system to monitor and protect the use of public
money.

e You must follow the federal, state, school board, and your own rules
about ASB.

e In a corporate sense, the Principal is the CEO and CFO; the school
board is the Board of Directors.

e The State Auditor is only one of many regulatory agencies interested



https://drive.google.com/file/d/1Z2otPMdNo2tnEGKbNUHXz3ZtrPE9Ga8w/view?usp=sharing

WHAT IS CONSIDERED FUNDR

Any time funds are collected from students or

members of the community where a product or

service is given in exchange for those funds -
even if there is no intent to make a profit.

Examples: e

|

Car Wash/Yard Sale =
Selling of Baseball hats to athletes
Dances, Events where tickets are sold
Gold Card Fundraiser it
Skills Camps, Summer Tournaments
Etc. /3
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FUNDRAISING

Funds raised by students or under the supervision,
organization or at the direction of school staff are public
monies and must be accounted for in a manner required

by law. ASB funds are restricted public funds and
CANNOT be used for curricular purposes:—(WAC
392-138-105) /N

T

ASB Fundraising Guidelines



https://drive.google.com/file/d/1UVnx100BIv0S756IMpKYTt_ICn7vlvG5/view?usp=sharing
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- STEPS TO FUNDRAISING 9
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Pre-Approval of Func

Get Organized
Conducting of Fundraiser (Sales) and Cash
Collection

Purchasing of Product/Service with Collected
Funds

Reconciliation and Profit Analysis of Fundraiser is
Completed

Financial Guidelines for ASB Advisors/Coaches

In some cases (with prior approval) - product may be
purchased prior to selling items.


https://docs.google.com/document/d/1bNQEu11Wbat5YCExfkv1zhc_QCGhuM4_/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/0B504WHjTuNXvZ2wyMVFlcEZXaWM/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-kXuf02iL1WjWT1sx2dVNvg&rtpof=true&sd=true
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MU] hi o = STEP 1. PRE-APPROVAL elaly
Wil 'H WM

g’f_‘& ‘ ﬂ 1. ALL fundraisers must be approved :
. activities taking place (including advertising).
a. The Selah School District fundraising policies must all be followed,
including no door-to door sales (See Board Policy 3530 & Procedure) -
Fundraising Ideas
i.  Raffles and Gambling
b. Funds generated by the group belong to the group. Money cannot be
designated as being “earned” by a particular student to offset individual
personal expenses. Group monies cannot be gifted to individual

RTERUREPYEEER 0 00Vt students.
I (SRRl “"‘]h‘””w' 2. Fundraiser Pre-Approval Form
' o - 3. Approved Types of Fundraisers
a. Sales of Goods, Car Washes, Sales of Candy (see food policy),
Talent/Drama Productions, etc. (see Board Policy 3530). Any type
of fundraiser not listed needs approval by the Superintendent.

A oad


https://drive.google.com/file/d/1BRkZezdS2kjxpCqNB_hG5EGkCc8xmp-w/view?usp=sharing
https://drive.google.com/file/d/1wu80Oohzn8lkPlPvJ9XcqXdA1k4LQso3/view?usp=sharing
https://docs.google.com/spreadsheets/d/1bpkPNPHzX6ZDOIPvbfAu93RjmTjnJE-vRsELIsWjrZk/edit?usp=sharing
https://drive.google.com/file/d/19fP4LpUe1ZqacP5FTkHTB6SuiIBeRZgK/view?usp=sharing
https://docs.google.com/document/d/0B504WHjTuNXvdXB5VFNka0tNdG8/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-5YcvvkNs7e8igGoJ6SH48w&rtpof=true&sd=true
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= STEP 2: GET ORGANIZED elaly
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Get Organized and Commu
fundraiser needs in advance.

Some things to think about...

1. Order all needed materials or supplies with a Purchase Requisition Form
through the ASB office.

' 2. How will you be conducting your fundraiser?

a. Will you need it posted online?

' i ..  :l' i | b.  Will the office be selling the goods?
S il i c. Do you need to request a money box and receipt book from the ASB
office?

i.  Moneybox Request Form
3. Obtain appropriate record keeping forms from ASB office (all forms must
accompany money).
Print/purchase pre-numbered tickets if applicable.

Inventorywapplicable.
Student r Permission Form

;: lml ” &


https://docs.google.com/spreadsheets/d/11fLWRXcytUYZHM8lpVq2GAVZJz66ErZf/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/0B504WHjTuNXvQVF5endfczk5Ymc/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-dGbJdw8sswpobQZINql8Uw&rtpof=true&sd=true

STEP 3: CASH COLLECTIONS

Most cash handling should occur in the
ASB/Main office by an approved cashier.

In some instances, Advisors and Coaches
can be allowed to collect money from
students for fundraisers only. If you are
collecting fundraiser money you must write
receipts for all monies collected at the time
of sale. You will also need to fill out the
reconciliation form to turn into the ASB
secretary along with the money (please see
ASB secretary for procedures).

Any receipting related to a student (club
dues, fines and fees, sports fees, etc.) must
be handled directly between the student
and ASB Administrative Assistant.



STEP 3: CASH COLLECTIONS

Cash Receipting Protocols MUST
Be Followed

All funds collected need to be receipted at the
time of sale and deposited in a timely manner
(within 24 hours).

Funds must remain secured at all times with
/” limited access.

Bank Deposit Form



https://docs.google.com/document/d/0B504WHjTuNXvUEpEM0hvVDVYR1E/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-F5b21yjoRClbTMiEgXnbYw&rtpof=true&sd=true
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n = STEP 4: PURCHASING elaly
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All purchases must receive PRIC
commitment is made.

#

All ASB expenditures require pre-approval by the ASB student council
and Advisor (WAC 392-138-005). This approval may take time to
receive - please PLAN AHEAD

| PURCHASE REQUISITION FORM

i . REQUIRED SIGNATURES:

‘: ’l ({1

| m‘w“”“m - STUDENT CLUBS: must have a working constitution and the constitution needs to be
i TN on file with the principal or designee. The constitution must have a provision for officers

and one of the officers needs to be a treasurer who needs to oversee the financial
records for the organization unless this duty is outlined for a different officer.

17 g ‘A ATHLETICS: Two or three students should be designated to work with the funds and a
N .‘ ” J \Jl signature from a student is required on all purchase orders etc.
| WUHMI e


https://docs.google.com/spreadsheets/d/11fLWRXcytUYZHM8lpVq2GAVZJz66ErZf/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true

STEP 4: PURCHASING elaly

Other Items to Remember:

e You must have the money in your account to cover any purchases that you make. You
cannot operate with a negative balance in your account.

e Do not purchase anything with your own money without prior approval (you might not be
reimbursed).

e Do not use cash from a sale to buy or pay for anything like food, decorations or additional
inventory. These actions are not legal per state law.

e All events that include food paid for by ASB money must have a signature sheet for all
persons attending (eating).

e All receipts turned in for payment or reimbursement must include an itemized receipt, even
if using the credit card.

Pl et L SR = oS
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STEP 4: PURCHASING elaly

Other Items to Remember:

Public money cannot be gifted (see awards/prizes slide later in this presentation)

If items are purchased that are to be kept by the student, they need to be paid by the
individual student. If the school pays for the item, the school owns the item and they should
be inventoried.

Purchases made by the school for the school must be inventoried each year and a copy of
that inventory should be given to the Activity Director or the Athletic Director at the end of
each school year. Any items not returned by the student must be turned in as a fine for the
individual student.

If a fee is to be charged, it must be paid prior to the items being ordered for that student.
Fees need to be paid in advance of the activity taking place this would generally mean they
have to pay to turn out. e e —m
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The form must be completed by advisor/coach and a student must
verify the accounting as well.

Mt'num = STEP 5: PROFIT ANALYSIS 9

w 8
mmumum.,

S b A A A A
mmm‘ y !T Wy m ]]ummml? il An inventory of items purchased and sold should accompany
B - the profit analysis form.

A profit analysis must be co
funds where a product or service is given in exchange fa

s we 0

Fundraiser Profit Analysis Form

-


https://docs.google.com/document/d/0B504WHjTuNXvM3lOWkZadk1zM1k/edit?usp=sharing&ouid=104566558535349076155&resourcekey=0-fKa2U4hgvKw-A2xj6jlSpA&rtpof=true&sd=true
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BEST PRACTICES 0«(@

e Plan Ahead. Get permission and approval from ASB Student council and
ASB Advisor before you start.
Follow state law, board policy/procedure, and risk management rules.

e Make it clear who is running the fundraiser and who is responsible for all
funds (ASB vs. Booster Club)

e Have a purpose for the funds (cultural, athletic, recreational or social). Set
Profit goals, and check that you have ASB budget capacity.

e Set a beginning and end date and stick to it.
Make purchases with a district purchase order and not in an individual’s

name. Do not sign vendor contracts. T i =
‘——___—-—-_-——\ T ‘M — :



BEST PRACTICES elaly

e Obtain parental permission to inform parents that their student is responsible for
all goods checked out.

e Set up a system for daily receipting and deposits. Deposits can only be made
through the school ASB office and must go into the district bank account (not a
personal bank account). DO NOT TAKE MONEY HOME OR STORE IN YOUR
CLASSROOM.

e Set up an inventory system for checking out the product and reconciling cash and
products when returned. Secure the inventory.

e Keep all records. Check with your ASB office for record storage options.

e Be careful of conflict of interest issues, especially if choosing an independent
consultant for your fundraiser.

° is private money and must follow specific
procedures. Do not give away ASB money. TR o= 5]

— . - _::s. .;a


https://drive.google.com/file/d/1Aspcb9AWggJtLwYQqvWsN6BKycafARad/view?usp=sharing

SITUATIONS TO AVOID elaly

DON'’T:
® |ssue complimentary tickets for Athletic Events or other Student Body activities
® Deposit money into personal saving or checking accounts at a local bank (including VENMO)
® Assume that sending student delegates to State or National Conventions or other trips cannot
be paid in part by Student Body funds
® Make major purchases without referring to the state bid law
® Accept (I:itizen or group donations to the Student Body for scholarships without School Board
approva
® Use Student Body funds to pay for students to attend summer athletic camps without checking
WIAA rules
® Forget that a Principal or Advisor can overrule a student authorized purchase
® Hold a fundraiser for a scholarship fund without double checking with your business office
® Do not pay for any services with cash

T - ¥ -—
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INVOLVEMENT OF PTO & BOOSTER CLUBS \ elaln

Money raised during the school day, on school property, using school personnel, OR school
materials is ASB money.

If approved by the district & a staff person in charge, off-campus events with students are also
ASB.

A good question to ask yourself, “Would a reasonable person in the community think that this
was a Booster Club or a School sponsored activity?”

If not specifically advertised as a PTO or Booster Fundraiser - it is likely an ASB activity.
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o ~ “ -



https://docs.google.com/document/d/1cbD4hjM54OlTXSqsjMFCNhzthici-LnM/edit?usp=share_link&ouid=104566558535349076155&rtpof=true&sd=true
https://drive.google.com/file/d/1IYL1hHR17tllIVXRQfgz2FDAZL1zzN3K/view?usp=sharing

ASB vs BOOSTER CLUB ACTIVITY elal

What turns a parent group fundraiser into an ASB activity?

e Activities conducted with the approval, and at the direction or under the
supervision of the school district.
A maijority of the work is performed by students
Cash receipts are given to the school ASB office or stored in the school safe
Students handle the cash receipting reconciliation process during school time
Inventory is purchased by the ASB and is held by the District
Parent group uses the school name (without specifying ‘boosters’)
The use of district facilities is not followed per district policy
School district personnel are involved during staff time


https://drive.google.com/file/d/1RraegrsFA9DvRMfJm4YPg89V7vy4zrof/view?usp=sharing

SCENARIO #1 elal

The High School Booster Club is holding a car wash fundraiser. A few parents are
at the site, but it’s mostly students and the Cheer squad is out on the corner
rooting and encouraging all passerby’s to come to the car wash. The students
were in charge of purchasing the supplies and are collecting all the money
coming in.

This is a Booster Club fundraiser, correct?

e st L Rl = S



SCENARIO #1 elal

The High School Booster Club is holding a car wash fundraiser. A few parents are
at the site, but it’s mostly students and the Cheer squad is out on the corner
rooting and encouraging all passerby’s to come to the car wash. The students
were in charge of purchasing the supplies and are collecting all the money
coming in.

This is a Booster Club fundraiser, correct?

e st L Rl = S



SCENARIO #2 elal

The Booster Club has decided to host a barbeque as their fundraiser and cook
hamburgers and hot dogs at the football game. The Booster Treasurer must leave
due to a family emergency so they ask the Athletic Director to take the money
and secure it until the Booster Treasurer can pick it up another day. The Athletic
Director takes the money and places it in the school safe.

PeRe T L G



SCENARIO #2 elal

The Booster Club has decided to host a barbeque as their fundraiser and cook
hamburgers and hot dogs at the football game. The Booster Treasurer must leave
due to a family emergency so they ask the Athletic Director to take the money
and secure it until the Booster Treasurer can pick it up another day. The Athletic
Director takes the money and places it in the school safe.

e School employees and resources cannot handle/store PTO funds - will become an
ASB activity and funds will need to be deposited as ASB funds.

e st L Rl = S



PRIZES AND AWARDS @n)

All members of a team or group must have the same opportunity fo earn the award or win the
prize. Prizes or awards given must meet the following criteria (please see Board

e Non-cash item
It is of de minimus (nominal) value ( $75.00 annually per student), and;

e It has no functional use (Example: a letter jacket, an ipod or a stereo would n llowed since it would
be considered a gift; however, an inexpensive pin, an athletic sew-on letter or special certificates would be
considered to be of nominal value)

EaceletisrthAmi$2bie or t-shirt is not considered a gift if it is within the reasonable cost of such dn. L 4
AdbedtetredsSthidepdi8ody) ihdieicerard pagrefitbe timmemonyifiat tretielbbt*Will be retained by the

Gift certificates or cash awards are prohibited.
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https://drive.google.com/file/d/1OD8an-8AziGPCqhc9u89P7pLLU0edicE/view?usp=sharing
https://drive.google.com/file/d/1Peyo8w9eXUmT6dAdVl7wbxqnM7WepJLz/view?usp=sharing

FOOD POLICIES elal

District Nutrition & Wellness Policy (Board &
)
e Create ways for students with food allergies to participate in
activities.

e Enforce hand washing before and after eating.
e Encourage non-food items for rewards or incentives. No
e homemade food used for celebrations and rewards on campus
e~ during the school hours.
e Use only pre-packaged, store-purchased food items. All
purchased food |tems must have list of ingredients dlsplayed on

isurance Requirements (Flowchart)


https://drive.google.com/file/d/1Mbq-2t3bdYF3yAeCppxjG2CylsIlrIRF/view?usp=sharing
https://drive.google.com/file/d/1IWvAWXcWQl8Tn1cM8b5FaIXY1Fp_fOWG/view?usp=sharing
https://drive.google.com/file/d/1b07YsdLgiSVxHn7XngQnWPmzMCaq2u3u/view?usp=sharing
https://docs.google.com/spreadsheets/d/1Vypf7J-rIqiwmhUjIkf6-mhYZC6CFDIz/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/1oU8SOGg6v8ricibs2ZCZYu2y3bhKn84O/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true

FIELD TRIP REMINDERS 9@

e Out of state OR overnight outside district boundaries field trips are to be
approved in advance by School Board.

e Field trip request form to principal at least three weeks prior to the field
trip.

e Supervision required is one adult to max of 10 students.

e All participating students must return a signed permission slip.

e Field trip request form to school nurses, Nutrition and Transportation
departments at least three weeks prior to the scheduled trip.

e Sack lunch request form to Nutrition Services at least 15 calendar days
prior to the field trip.




MEAL MONEY PROCEDURES elaly

® Student athletes receive meal allowances for post-season events.

$10 for Breakfast (excluded if hotel breakfast is provided)
$15 for Lunch
$20 for Dinner

Coach is responsible for securing and distributing meal allowances to students.

Advisors may plan club meals or snacks as this falls under the recreational or
social aspect of CARS. (Cultural, Athletic, Recreational, Social)

Signatures must be obtained whenever food is consumed or money is handed
out and returned to ASB office



ESTABLISHING & OPERATING \0
A NEW ACTIVITY/CLUB elalr ) |
All new clubs must go through the ASB student council for approval

Each ASB Club is required to establish a Constitution for self-government and
By-Laws for operation.

What are you required to do?



https://docs.google.com/document/d/1bNQEu11Wbat5YCExfkv1zhc_QCGhuM4_/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/1bNQEu11Wbat5YCExfkv1zhc_QCGhuM4_/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true
https://docs.google.com/document/d/1bNQEu11Wbat5YCExfkv1zhc_QCGhuM4_/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true

BUDGET MANAGEMENT

Clubs are required to set an annual budget and student
fees (done in the Spring of the year prior)

ASB BUDGETING PROCESS
Application for Levy Funds

Approved by the club, ASB Student Council, ASB
Advisor/Principal, and the District Board of Directors.



https://drive.google.com/file/d/1_THdJ-hcF22uRNSiDEtQssKR8sGpZ_1p/view?usp=sharing
https://docs.google.com/document/d/1lal6O_4d0_mkxAPuUAvQqOJAX3-MAVxr-xO8zBpLdnw/edit?usp=sharing

BUDGET MANAGEMENT

What to think about with developing your budget:

e Fundraisers for the upcoming year (anticipated
revenues and expenditures)

e What Activities the club plans to do

e Changes to participation costs for student
members (cost of uniform or dues increase?)

e Plan for unanticipated impacts (HB 1660)

e Will you be applying for levy funds?



https://docs.google.com/document/d/1bNQEu11Wbat5YCExfkv1zhc_QCGhuM4_/edit?usp=sharing&ouid=104566558535349076155&rtpof=true&sd=true

HB 1660 FEE WAIVERS elaln

e HB 1660 impacts - extracurricular fee waivers for eligible students
o  What you should know
m Students who come from a low income household and have a consent to share
form on file may be eligible for extracurricular fee waivers
m These fee waivers include all fees required for participation in any extracurricular
activity - such as ASB Card, athletic fees for individual sports, participation fees,
club dues, uniform fees (not including spirit gear), dances, etc.
m Individual income/waiver status of students is confidential information and
cannot be provided to Advisors or Coaches.
o What you should plan for -
m Reduction in revenue resources and need for increased fundraising to offset the
revenue loss.
o Please contact your Admin Assistant with any questions.




HB 1660 FUNDING ASSISTANCE elaln

HB1660 has removed the financial barrier for many of our students to participate in the many athletic ’
and activity opportunities offered in the Selah School District. However, the waiving of these fees has
financially impacted our ASB's and many of our student groups.

The Selah School District has set aside funds for the 2023-24 school year to provide assistance to
Middle and High School ASB's. In addition, there are funds available for special events and
circumstances for our student athletic and activity groups who have been severely financially impacted
by HB1660.

O Request Form for Funding Assistance due to HB1660



https://docs.google.com/document/d/1TJbGguYYeKTwwqIHaVAEHzGbql1mFgaX4_AmpIejnx8/edit?usp=sharing
https://docs.google.com/document/d/1VYqgXF0eCTKnQLeQ1JPoa13ePkESJCKwvVt318mKYek/edit?usp=sharing

OTHER ITEMS elalr ) =

e Invest Ed Assistance - The district does have limited funds to assist students.
Please see ASB Admin Assistant or Counselor for more information.




\o

HELPFUL CONTACTS e @ :

HIGH SCHOOL.:

Robin Gordy, High School ASB & Athletics Administrative Assistant (ext.
8515)

Brandon Gillespie, Athletic Director/Assistant Principal (ext. 8514)
Heather Burfeind, ASB Advisor/Assistant Principal (ext. 8504)

Valerie Barnett, Activities Director (ext. 8553)




\o

HELPFUL CONTACTS elaly

MIDDLE SCHOOL.:

Anja Thompson, Middle School Head/ASB Administrative Assistant (ext. 8401)
Samantha Yerges, Athletics Administrative Assistant (ext. 8424)

Brandon Gillespie, Athletic Director (ext. 8514)

Paul Hudson, Assistant Principal (ext. 8403)

Susie Bennett, Activities/ASB Advisor (ext. 8347)




\o

HELPFUL CONTACTS €¢ @ :

DISTRICT OFFICE:

Stefanie Henry, Director of Financial Services (ext. 8012)

Chris Scacco, Associate Superintendent of District Operations (ext. 8005)







