Avon Lake City Schools

STUDENT ACTIVITIES

ADVISOR HANDBOOK
Avon Lake, Ohio

Adoption date: January 9, 2001 Avon Lake Board of Education

Revised date:  August 27, 2002 Avon Lake Board of Education

Revised date:  September 13, 2005 Avon Lake Board of Education
Revised date:  August 12, 2008 Avon Lake Board of Education

Dear Student Activity Advisor:

Each year, Avon Lake City School District students have the opportunity to become involved in student activities.  Avon Lake Board of Education is pleased to offer these opportunities.  The purpose of this handbook is to provide you with a reference document that outlines the roles, responsibilities, and expectations for those interested in being a Student Activity Advisor.

References made to “Student Activity” also include the Athletic Department and all Funds 300, unless specified otherwise.  

This handbook has been adopted as Board of Education policy and is intended to be a guide to follow for implementing Student Activity and Athletic Department events.  The contents are not considered to be the complete, detailed procedures, but rather a source for seeking direction when a project or activity is being planned.  The treasurer should be consulted when new activities are forthcoming.  The treasurer has the authority to add or to delete procedures at any time.

The raising and expending of activity money by student groups should have but one purpose: to promote the general welfare, education, and morale of all the students and to finance the normal, legitimate co-curricular activities of the student organization.

Within this handbook you will find the roles and responsibilities of the advisor, fund raising procedures, financial information, and copies of all the necessary forms you need to operate a successful Student Activity.  The Avon Lake City Schools Board Policy on Student Activities is referenced in Files: IGD, IGDA, IGDF, IGDG, and DM.  Be sure this manual is easily available for your reference.  It is our hope this handbook is helpful to you.  If you have any questions please do not hesitate to call the Treasurer’s Office or contact someone in your building’s office.

Sincerely,

Denise J. Holcomb
Treasurer

440-933-5163 or Ext. # 1518
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Ticket Accountability
ROLES AND RESPONSIBILITIES OF THE ADVISOR

Successful organizations are made possible by willing, patient, and creative advisors.  A progressive and innovative activity or group does not just happen, but is determined by the personal qualities of that advisor.  Unity of the group and the purpose and goals of a group are vital to an effective organization, yet the very “key” to that group’s success is the adult serving in an advisor’s capacity.  The way the advisor plays his or her role can be most significant to an organization and to the Avon Lake City Schools.

What are the unique roles and responsibilities of an advisor?

YOU ARE A PLANNER
As a planner, the advisor helps the student group set its goals without wasting excessive time in discussion.  The advisor tries to get the group off to a good start each fall and does not allow the students too much freedom in the beginning.  At first, there is the danger that the advisor may appear to dominate the group.  However, he or she will give direction to the group based upon his or her judgment of the new working group, the previous experience of its members, the maturity of the students, school policy, community pressures, etc.

The advisor helps the students get acquainted with each other as individuals in order to encourage wide participation, a sense of belonging, and a spirit of friendliness.  In general, the advisor will ensure that the group plans adequately.

YOU ARE A CONSULTANT

As a consultant, the advisor helps students to find answers but he or she need not answer each question directly.  

The advisor suggests or aids the students with ideas, but does not do the job for them.  The advisor can help students by suggesting new projects for discussion, and may direct attention to resource materials such as books, magazines, handbooks, and pamphlets. In general the advisor will help clarify points or suggest procedures, frequently acting only on the invitation of the students involved.

YOU ARE A COUNSELOR

As a counselor, the advisor often helps to mold the attitudes and character of the students.  The informality of many activities makes it possible for the student and advisor to become well acquainted on a personal basis.  Thus, the advisor can build confidence and trust in the students whom he or she gets to know through his or her work.  As long as the advisor adheres to policies of honesty and sincerity and respects the privileged information in his or her possession the advisor may become a friend to many students and a person on whom they can rely.
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YOU ARE AN EVALUATOR
As an evaluator, the advisor is concerned with the process as well as the product of the group.  The advisor is often in a better position than the students to determine how well the group is getting along.  The advisor can concern themselves with techniques used by members or officers while the students are often more concerned with the results.  The advisor will observe discussion in committee sessions and general meetings and watch the human relations’ aspects of the group work.  The advisor will ensure that the rights of individuals are being properly respected and will help to bring out the shy or retiring member.  The advisor tries to prevent the selfish person from disrupting the work of the group and directs the aggressive individual toward constructive action.  The advisor may use special talents of the members or non-members on particular projects.  He or she will attempt to draw new students, as well as, those from the less favored circles into group affairs.

YOU ARE A TEACHER

As a teacher, the advisor is often concerned with many aspects of leadership training.  He or she can assist members to develop skills necessary to work in-groups and can help the group to identify and solve problems.  The advisor can help students who will preside at meetings, record minutes, and keep financial accounts.  Effective communication in discussions and committee reports is also the advisor’s concern.  The advisor will encourage the practice of democratic action and of parliamentary procedure although he or she may need to be a bit authoritarian on occasion, especially if discipline is necessary.

RESPONSIBILITY OF THE ADIVISOR

The primary task of the advisor is to work with and through students to carry out a phase of their education and enhance leadership skills.  Officers will meet with the advisor frequently, either individually or in a group, sometimes at regularly scheduled hours, other times by chance.  Individual students will confer with the advisor on group business, whether or not they are members of the group.  Often informal sessions will aid the advisor to keep his or her fingers on the pulse of public opinion with regard to the organization.

In summary, the advisor is a resource person, a leader to all of the members in that organization.  All organizations should serve as a “stage of learning” for membership.  One of the greatest tools in preparing young people to accept the challenges in later life is that of leadership learned through active participation in organizations.  Another important function of the advisor is to add the dimension of maturity to an organization. The Advisor has the greatest amount of experience in working with people and this background is essential in helping members to predict the outcome of their action.
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STUDENT ACTIVITY ADVISOR GUIDELINES

To guarantee the accountability of student activity funds the following controls and procedures shall be maintained.  Each Student Activity Advisor will be required to complete the required forms and maintain compliance for all Student Activity Funds.

THE PURPOSE STATEMENT FORM

The advisor of each activity fund shall complete the Purpose Statement Form annually.  It will be due to your Building’s Office by May 1st.  The intent of this form is to state the purpose, goals, and objectives of your organization/club and how you plan to accomplish them.  PLEASE DO NOT PUT DOLLAR AMOUNTS ON THIS FORM.  Please keep a copy of the latest purpose statement for your file.  
THE ANNUAL STUDENT ACTIVITY FUND BUDGET 

The advisor of each activity fund shall complete the Student Activity Budget Worksheets (BUDWRK) and Revenue Worksheets (REVWRK) annually.  These forms will be distributed by the Treasurer’s Office in April and include a three (3) history of expenses and revenue.  The intent of these forms is to approximate the revenue and expenditures of the activity fund.  Due Date will be May 1st. 

The fundraising project should be within the purpose of the activity fund.  Expenditures and revenues of two complete years and the current year to date will be attached for your information.  YOUR REVENUE MUST BE GREATER THAN YOUR EXPENDITURES.  
Budget Worksheet – for expense accounts

Revenue Worksheet – for revenue accounts

ACTIVITY/FUND RAISING REQUEST FORM

Before any Fund Raiser or Service Project can take place, the advisor must complete an Activity/Fund Raising Request Form and submit to Building Principal/Asst. Principal in your building for approval.

COLLECTION AND DEPOSIT OF CASH

Auditable and checkable records should substantiate all money collected from any source.  The audit trail is most important.  Where it is not practical to collect the cash in the central office, money may be collected by the advisor and deposited once every 24 hours to the Bursar’s Office or building secretary.   By not doing so, you would be in violation of the Ohio Revised Code.  Post dated checks should not be accepted and checks should not be cashed for anyone.  Due to the time involved, each advisor may want to consider collecting money on specific days during each fundraiser. 
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FUNDRAISING PROCEDURES

*MAKE COPIES OF THESE FORMS BEFORE EACH FUND RAISER*

Forms may also be accessed online at http://www.avonlakecityschools.org/
1. “Form A”-Student Accountability Record-To be used and completed when issuing items to students (boxes of candy bars, etc).

2. “Form B”-Daily Deposit Record-To be used and completed when money is received from the students.  All money must be counted and verified prior to turning it over to the Bursar’s Office.  ALL MONEY MUST BE DEPOSITED ON A DAILY BASIS.
3. Update “Form A” as to the amount and date money was collected and deposited.

4. “Form C”-Record of Returned Merchandise-To be used and completed when merchandise is returned.

5. Update “Form A” with the current information from “Form C”.

6. “Form D”-Discrepancy Report-To be used and completed to indicate items stolen, damaged, marked down, given away, etc.  If an item has been given away, each item must be shown as to whom it was given and why.  IF MONEY OR ITEMS WERE STOLEN A POLICE REPORT MUST BE FILED.

7. If prize money is needed, complete a “Requisition Form”.  DO NOT PAY PRIZE MONEY FROM THE CASH RECEIVED.  All money must be deposited on a daily basis.

8. “Form E”-Outstanding Money List-Use and complete this form at the conclusion of your sale.  This form must agree with “Form A”.  If a student has not turned in all the money owed for your activity, please notify the Building Principal/Asst. Principal in writing.  If the student wants to participate in future sales, simply state he is not able to until the outstanding balance is paid.

9. “Form F”-Final Reconciliation-Complete and use this form when your fundraiser is complete.  This form is to insure that the items purchased equal the items sold, also list each deposit made.

10. Turn in ALL the above forms to the Building Office as soon as the sale is completed.  
KEEP COPIES OF ALL FORMS for (3) years.

REQUISITIONS/PURCHASE ORDERS

Avon Lake City Schools uses funds and account groups to report on our financial position.  Fund accounting is designed to demonstrate legal compliance and to aid financial management by segregating transactions related to certain school functions or activities.

The budgetary process is prescribed by the provisions of the Ohio Revised Code and entails the preparation of certain forms/documents within the established timetable.  As part of our formal budgetary control, purchase orders are required before a commitment is made to attend a conference or purchase supplies or equipment.  This is true for the Student Activity purchases and also supplies and equipment used in the classroom.  Board of education employees or others should not make purchases through a student body in order to take personal advantage of student body purchasing privileges.  THE TREASURER’S OFFICE CANNOT MAKE PAYMENT WITHOUT A PURCHASE ORDER IN PLACE PRIOR TO THE PURCHASE.
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The purchase order initiates the purchase of all items.  The Avon Lake Board of Education will NOT be responsible for any item or items purchased without a purchase order.

To initiate a purchase order, please use a “Requisition Form”.  The following information will be necessary in order to complete the form.




1. Date

2. Company or Person and their complete address.  (include both the phone and fax numbers)

3. Deliver to

4. Quantity

5. Catalog Number if available and description of item(s)

6. Unit Price

7. Total Amount.  Please include shipping and handling charges.

8. If you have an order form from a catalog or any other attachments
9. Distribution Of Expenses: The purchase order can accommodate several accounts.  The amount of items of each account is unlimited.  If more than one account is used, please note on the purchase order what items are charged to what accounts.

10. Please print and sign after “Requesting Signature” and return the form to the 

Building Principal/Asst.Principal in your building for signature and processing.

After you have turned in the Requisition Form, the process can take between 5-10 working days depending on the schedules of all parties.  Please allow time for the completion of this process.

When the Treasurer’s Office receives the Requisition Form, they will then generate the official Purchase Order.  One copy of the Purchase Order will be directly sent (or faxed) to the vendor unless you notify us otherwise. You will receive back a copy of the Purchase Order.  When all items or services have been received to your satisfaction, please notify the Bursar’s Office or your building secretary to issue payment.

If you need a check at a certain time (i.e. DJ for a dance), please notify the Treasurer’s Office at least two (2) weeks prior to the date the check is needed.

PETTY CASH

A Petty Cash Fund has been established in the Treasurer’s Office and will be used for purchases of $50.00 or less with the PRIOR approval of the Principal/Asst. Principal AND Class/Club Advisor.

1. The Petty Cash Voucher should be completed, dated and signed by the Class/Club Advisor before the Building Principal/Asst. Principal signs for final approval.

2. When the item is purchased you will pay cash for the item(s) and receive a sales receipt, cash register tape or itemized billing for the purchase.

3. The proof of payment (sales receipt, cash register tape, or itemized billing) will be stapled to the BACK of the Petty Cash Voucher. (Multiple receipts totaling less than $50.00 may be attached to one voucher).

4. The remaining items on the Petty Cash Voucher must be completed, including to whom was money paid (store, etc), purpose, budget account to be charged, dollar amount, and individual to be reimbursed.
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5. The Petty Cash Voucher Form, with the proof of purchase attached, will then be forwarded to the Treasurer’s Office.

6. A check will be issued to reimburse the individual.

7. Checks will NOT be issued to vendors from petty cash.

8. All checks will be made out to employees only.

ALL PURCHASES OVER $50.00 MUST BE MADE WITH A PURCHASE ORDER.  

The purchase cannot be split into two (2) or more amounts of less than $50.00 each.  The same is true for purchases on two (2) separate days.  

ANY AMOUNT OVER $50.00 IS THE RESPONSIBILITY OF THE PURCHASER.  If it is not possible for you to pay for a purchase of less than $50.00, a Purchase Order can still be issued. 

FIELD TRIPS/TRANSPORTATION POLICY

A Field Trip Request Form and the accompanying Bus Request Form must be turned in to the Building Principal/Asst.Principal’s Office a minimum of fifteen (15) school days prior to the field trip.    

Students who participate in school sponsored activities at a location other than their home building, shall be transported to and from the activity on the transportation provided by the school system.  Students are REQUIRED to use the transportation provided.  

If the parent(s) or guardian(s) of a student wishes to have the student return from an activity with them due to a special circumstance, a Travel Release Form must be filled out prior to the leaving for the activity.

Note:  The responsibility for the safety and accountability of each student is too important for advisors to permit any deviation from the transportation policy.


TICKET SALES PROCEDURES

This form shall be used for every event using tickets (play, dance, etc.) sponsored by a student activity organization.  It is the intent of this form to provide accountability for fund raising and safeguard both the advisor and the school district.  Begin using this form as soon as your project is approved.  This will help you reconcile all ticket sales for your function.  It also provides a clear audit trail for your protection and explains any discrepancies.  Any unaccounted tickets will be the liability of the Student Activity Advisor.  Beginning and ending tickets should be attached to the ticket accountability form.  This form will be due in the Building Principal/Asst. Principal’s office when your event is complete.

1. Submit the necessary Requisition Form and Ticket Sales Project Potential to the Assistant High School Principal/Building Principal.  Please allow ample time for the Purchase Order to be processed by the Treasurer’s Office.  Don’t forget your DJ, music, food, etc.

2. A copy of the Purchase Order is automatically sent to the vendor unless we are notified that you wish a different procedure.  If this is the case, please attach a note securely so that it is not lost as to the procedures you need followed.  Purchases or contracts made prior to the issuance of a Purchase Order will be the personal responsibility of the individual purchasing or entering into a contract.
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3. Ticket event records to be maintained as follows:

A. All tickets need to be pre-numbered.  Rolls of tickets will be kept in the office for general use.

B. For plays, it will be easier to have different colors if there is a price difference for adults and students.  

C. The Daily Deposit Record needs to be filled out and submitted as covered under the Collection and Deposit of Cash.

D. If checks are needed for D.J. services, etc., please notify the Treasurer’s Office in writing at least two weeks prior to the day when the check is needed.

E. When the event is over, please fill out the bottom portion of the Ticket Sale Project Potential.  You could have several of the “Ticket Accountability” portion if your event sold tickets in more than one location or more than one day.

FINANCIAL REPORTS

Your financial reports are available upon request from the Bursar or Treasurer’s Office.

Financial Report by Fund  (FINDET)
This report shows each deposit or expenditure from your fund for the fiscal year (July 1 – current). 
1) CASH BALANCE – The amount that is circled is your cash balance as of the date of the report

2) OUTSTANDING PURCHASE ORDERS – The amount that is squared is the amount of outstanding purchase orders
3) AVAILABLE MONEY TO SPEND – The amount that is a triangle is the amount that your club has available to spend 

Budget Account Summary (BUDSUM)
This report shows each account, the money spent for the month and also the fiscal year (July 1 – current), and the amount encumbered.  The amount circled reflects your outstanding purchase orders.  This amount should be deducted from your Cash Balance to arrive at how much money you have available to spend.

Revenue Account Summary (REVSUM)
This report shows each revenue account.  It shows the money received during that month and also for the fiscal year (July 1 – current).

The financial statements are available for your information.  The Treasurer’s office will be happy to meet with an advisor individually to discuss any problems or questions.
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APPENDIX

These forms are available online and can be accessed on the District’s web page:

1. Go to  http://www.avonlakecityschools.org/
2. Click “District”
3. Click “Treasurer’s Office”

4. Click “Handbooks”

5. Click “Student Activity Handbook”

6. Click on the file you wish to open
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