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The   Conduct,   Operation,   and   Maintenance

of   Extraclassroom   Activities

and for

The   Safeguarding,   Accounting,   and   Auditing 

of   Extraclassroom   Activity   Funds

Forward

The Board of Education recognizes that the fundamental task of our school is to prepare          our young people for life. In order for this preparation to be done properly, the    educational program of the schools must be as wide as life itself. An integral part of such   a program is extraclassroom activity. Extraclassroom activities represent an essential     part of the educational experiences which should be available to young people. In order to promote the organization and maintenance of extraclassroom activity and to provide for  the proper handling and safeguarding of extraclassroom activity funds, the Board of Education adopts the following rules and regulations for the guidance of students,  teachers, and principals.

Part  1

Rules and Regulations for the Conduct, Operation, and Maintenance 

of Extraclassroom Activities

1.
Purpose

Student extraclassroom activities may be formed only for educational and school 

service purposes.

2.
Organization Procedures


Students who want to form extraclassroom activities will petition their principal   in writing after petitioning the Student Council. The petition shall state the purpose and describe the proposed activities of the organization. It shall be signed by at least seven prospective student members before it is submitted to the Student Council and the principal. The principal shall decide whether the purpose of the activity falls within the scope of educational or school service and if space and equipment are available. If so, the principal, with the students, shall seek a suitable club advisor. Having found the advisor, the principal shall recommend to the Superintendent that the activity be approved by the Board of Education.  


3.
Approved Extraclassroom Activities

All extraclassroom activities shall be approved by the Board of Education. The Superintendent shall keep an up-to-date list of all extraclassroom activities which are approved or discontinued.

4.
Activity Advisor


Each extraclassroom activity shall have an advisor appointed by the building principal. The advisor shall attend all meetings of the extraclassroom activity, and the Advisor will notify the principal of the meetings.

5.
Meetings


An extraclassroom activity shall meet regularly. The meetings shall be held in the school. Meetings will not be held outside the school without the consent of the principal. Failure to meet regularly will cause the principal to invite members of the     extraclassroom activity to a hearing to discuss why the extraclassroom activity may be discontinued. After the hearing, the principal may recommend to the Superintendent that (s) he rescind approval of the extraclassroom activity. Existing activity funds for a discontinued extraclassroom activity will be transferred in concert with the Procedure for Inactive Extraclassroom Activity Funds.

6.
Officers
Each extraclassroom activity shall have at least four officers: President, Vice-President, Treasurer, and Secretary. Other positions in the spirit of such titles, and Representative(s) of Student Council, are also allowed.

7.
Constitution

Each extraclassroom activity shall adopt a constitution which shall define the purpose of the extraclassroom activity, titles of the officers, characteristics of   membership, and other necessary matters. The constitution shall abide by the letter and spirit of school board policy. The building principal and advisor shall sign the    constitution and file the original constitution in the office of the principal.    Extraclassroom activities without constitutions will cause the principal to invite members of the extraclassroom activity to a hearing to discuss why the extraclassroom activity may be discontinued. After the hearing, the principal may recommend to the Superintendent that the extraclassroom activity be discontinued. Existing extraclassroom activity funds   for a discontinued extraclassroom activity will be transferred in accordance to the Procedure For Discontinued Extraclassroom Activity Funds.

Part  2

Rules and Regulations for the 

Safeguarding, Accounting, and Auditing 

of Extraclassroom Activity Funds

1.
Definition

Extraclassroom activity funds are monies raised other than by taxation or through charges to the Board of Education fob/by/in the name of the extraclassroom activity.

2.
General Financial Procedures


An accounting system and accounting procedures are kept as safeguards for protecting the students and the Board of Education. One set of records is kept by an adult who is designated by the Board of Education. Students keep another set of records of    income and expenditures. Both the central records and the students’ records are   supervised by an Auditor designated by the Board of Education.

3.
Appointment of the Central Treasurer, Auditor, and Principal(s) As Supervisors of the Activity Advisors of Extraclassroom Activities

The Board of Education will appoint, on the Superintendent’s recommendation, members of the regular faculty and staff to be the Central Treasurer, Auditor, and Supervisor(s) of Activity Advisors.

The Central Treasurer will have the custody of all funds. All disbursements shall     be made by per-numbered check signed by the Central Treasurer upon her receiving a disbursement order signed by the extraclassroom activity treasurer and the Advisor.         There must be sufficient funds in the account. The Central Treasurer shall sign a receipt       for all funds placed in her custody, and the District Treasurer shall deposit these funds promptly in a bank designated by the Board of Education. The Account Clerk will keep an account listing the receipts and expenditures of each extraclassroom activity, and post a register of all the receipts and expenditures of the combined student extraclassroom    activities on ledger forms prescribed by the Board of Education. Once monthly, the    Account Clerk shall receive and verify bank statements and prepare reports for     presentation to the Auditor and the Board of Education. The reports will show beginning balances, receipts and expenditures of the month, ending balances, and  a bank  reconciliation.

The Auditor is recommended by the Superintendent and appointed by the Board of Education, and shall have no part in payments’ approval, planning for income, or record-keeping. The principal and the Superintendent shall not be the Auditor. The Auditor shall monthly receive a complete statement of extraclassroom activity account showing the balance for each extraclassroom activity and the total balance of all accounts. The auditor shall determine if correct procedures and paperwork are being used. The auditor shall     certify the pages of the ledger for the accuracy of the entries. Twice yearly, on a rotating basis, the Auditor will compare the records of the Central Treasurer with each  extraclassroom activity account. In the event of discrepancies, the Auditor shall      investigate any supporting evidence and report to the Superintendent before transmittal to the Board of Education. At the end of the school year, The Auditor shall assemble the     

monthly reports and prepare a composite report for the guidance of the Superintendent       and the Board of Education.

The Principal is appointed by the Board of Education to supervise the Advisors of  the extraclassroom activities. It is the Advisor’s duty to guide and advise the    extraclassroom activity’s officers in their meetings and planning. The advisor shall assist    the club treasurer in posting transactions and in balancing the books, acknowledge and   verify income and deposits, and co-sign payment orders. Careful attention must be given      to sales taxes. The advisor shall work towards insuring the optimal educational return      from the activities of the students.

4.  
Extraclassroom Activity Treasurer

The Extraclassroom Activity Treasurer is elected by the membership. (S) he shall 

receive all monies of the extraclassroom activity and shall deposit them with the Central Treasurer by the end of the school day, if reasonable. Duplicate deposit slips shall be     signed by the club treasurer and the advisor. One deposit slip will be kept by the Central Treasurer, and the other will be returned along with a receipt of the deposit. The extraclassroom activity treasurer shall pay bills by issuing a payment order to the Central Treasurer signed by himself (herself) and the Advisor. The payment order shall be in duplicate. One copy will be returned to the activity treasurer. The Central Treasurer will  send the check to the vendor. The extraclassroom activity treasurer shall keep a ledger of    all income and expenditures and the balance on a form prescribed by the Board of  Education. (S) he shall file all supporting data chronologically as evidence to support the ledger.

5.
Independent Auditor

The independent Auditor appointed by the Board of Education shall be required to include the extraclassroom activity fund as part of his annual school district audit.

6.
Procedure of Discontinued Extraclassroom Activity Funds

Prior to the voluntary or involuntary discontinuance of an extraclassroom activity,   all monies remaining in its treasury may be designated or spent as the class/club’s last     wish, preferably by vote of its members during its last meeting or at its hearing with the principal. Its money will be transferred to the treasury of the Student Council. Its money will be held in this treasury for at least ninety days for the purpose of payment of any   final obligations of the disbanded activity. After that, the designated purpose of the remaining money will be carried out.

7.
Banking

Extraclassroom funds shall be held in an interest-bearing account at the school’s official bank. The interest which accrues shall be credited to the treasuries of the Student Council and to the Brushton-Moira Scholarship Fund in equal (50/50) shares.
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