ASB Constitution and Bylaws
Name of Club: _____________________________

Article I – Name, Purpose and Authority

The name of the organization will be the “_______________________________________________________” of Orange Glen High School.
The organization will have the following purpose: __________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
Article II – Membership

Who is eligible to join your club?  (Generally, all students enrolled at Orange Glen High School are eligible for membership).
__________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
Article III – Meetings

Regular meetings will be held:

Day/Time: ________________________________________________________

Location: _________________________________
Article IV – Club Officers

The club officers shall consist of the following:

•
President: ___________________________________________
•
Vice-President: _______________________________________
•
Treasurer: ___________________________________________
•
Secretary: ___________________________________________
Article V – Elections

Includes how officers are elected, who elects them, when elections are held, how long they hold office, and what the qualifications of office shall be.
__________________________________________________________________________________________

__________________________________________________________________________________________

__________________________________________________________________________________________
Article VI – Amendment

A constitution shall be ratified by a ______________________________ (majority, 2/3 vote, etc.) vote of the members attending a meeting with a quorum.  
Article VII – Source of Power

Section 1:  A chosen staff member shall be the Club Advisor, and shall monitor the actions of the club and its members to assure conformance to the school’s student behavioral standards, and rules and regulations governing the operation of student organizations.
Article VIII

We, the undersigned, agree to the following:

1. To serve OGHS students and the community.

2. To cooperate with other clubs in working for the good of the school. 

3. To inform ourselves of school policies as they relate to clubs and to observe these policies in all activities of our club.  
4. Upon approval of our constitution by the ASB, to have a representative at all Inter-Club Council meetings.
Signature of Advisor ____________________________________________________   Date ______________

Signature of Club President_______________________________________________   Date ______________

Signature of Vice President _______________________________________________   Date ______________
******************************************************************************************
Received by ASB Office: (Date) ______________________

Approved by majority vote? ______________________
Date: ____________
_____________________________________________       _________________________________________


Signature of Activities Director



Signature of ASB President
Pointers for writing a Constitution.


All clubs must have elected officers.


All clubs must have a staff member as an advisor. 

Will you charge club dues or fees?   No, it’s against the law.

Be clear on voting procedure. Simple majority, 2/3 votes, at least 10 members, etc..


How will officers be elected? Officer succession?  

Where will dues be deposited?


Insurance if needed?


What are the academic standards?


Specify misconduct
“TOP TEN REMINDERS FOR ADVISORS AND COACHES”

Orange Glen High School greatly appreciates the commitment and hard work all of the coaches and advisors put into leading our students in extra-curricular activities. These programs are essential to the success of students and a great high school experience at OGHS. 

With laws always changing and policies being revised it can be overwhelming to keep up and maintain the standard of excellence all of our programs embody. In an effort to improve communication, clarify relationships between school organizations and parent organization (i.e. Booster Clubs), and to keep advisors/coaches on the legal side of issues, we’ve provided you with these Top Ten Reminders. 

1.
No student shall be required to pay a fee or to participate in a fundraiser in order to be involved in a school sponsored activity. California schools are free for all students.

2.
Booster clubs and parents clubs are organizations established to provide support to the school and its students. They are separate from the school district and are not under the control or the responsibility of the school principal, superintendent, or governing board. On the other hand, ASB Clubs/Teams are legally part of the school district and operate under the district’s tax-exempt status.

3.
Funds raised by Booster Clubs may not be directly deposited into the clubs/teams ASB or district account. Booster clubs may make donations specific clubs/teams, for specific reasons pending board approval. Booster clubs may also purchase equipment with approval from Superintendent or designee.

4.
There is a clear line that defines ASB club/team and Booster fundraisers. Anytime a fundraiser is conducted, planned, organized, and/or advertised by students it’s considered a “student generated” fundraiser. This means all money that’s fundraised must be deposited in the club/team’s school account in ASB. This also applies to any fundraiser that is on campus during school hours.
5. 
All fundraisers must start with the completion of a ‘fundraising request form,’ available in the cashiers office.  This form will go to the ASB class for approval.  Once approved, the advisor may begin any purchase orders needed for products that need to be purchased.  Any fundraiser cannot occur during school hours.  This is defined as 30 minutes before and 30 minutes after school (before 7:15 am and after 3:05 pm).  No raffles or games of chance are allowed as fundraisers.
6.
Open purchase orders before any purchase. As the advisor, do not purchase an item unless the students have opened a purchase order, otherwise, there is no guarantee you’ll be reimbursed.

7.
Plan your fundraisers before you plan your purchases.
8.
If students will be making payments that are allowable, such as field trip admission prices, set up a payment collection with the ASB Bookkeeper. Do not collect the money yourself. This way a receipt will be issued and you’re free of responsibility.

9.
Every club is required to have a club application, a constitution, and record their minutes from each meeting.
10.
Refer to our District’s Wellness Policy before you sell any food items as fundraisers. All food items must be “nutritious” and not compete with the cafeteria.  You must check with Bev for approval.
ADVISOR DUTIES AND RESPONSIBLITIES

•
The advisor must be an OGHS faculty member.

•
Advisor must be present at ALL club functions (i.e. fundraisers, activities, meetings, field trips).

•
Advisors must ensure that students follow school policies and procedures, such as GPA eligibility, submission of all paperwork, and all ASB financial requirements.

•
Advisors receiving a stipend must submit requests to Principal’s office.

•
Advisors must allow students to “run” the meetings. The legal role of advisors is limited to supervision and processing necessary paperwork such as finance requests and field trip requests. Advisors are also expected to guide students in proper meeting procedures, record keeping, and responsible money handling.

•
Advisors are required to open a trust account with the ASB Bookkeeper to handle all money received and paid. All club funds are considered student funds. No club is ever to maintain a private fund, such as a separate bank checking account. Clubs will not be allowed to have a negative balance in their trust account.

•
The advisor or club officer should keep a ledger of the club’s finances and minutes in case of an investigative need and for use in succeeding years. The advisor shall guide secretary in keeping up to date and accurate records.

•
Advisor shall maintain an updated copy of the club’s constitution and make sure it is being followed. Any revisions or updates must be submitted to the ASB Student Council, who upon approval will submit it to the Board of Trustees for final approval.

•
Advisors shall insist that students assume responsibility of their organization and encourage a sense of ownership and commitment.

•
No transaction is final until the advisor’s signature is on all documents: requisitions, calendar date requests, fundraiser requests, or financial requests. The bottom line- you sign everything and you are responsible for all of the club’s activities.
