How Do I Form A Club?
1. Inform the Student Activities Office that you are interested in forming a club and

complete the Club Sanctioning Form. (Each club must sanction yearly with the Associated Students of KMS in order to fundraise and use KS facilities.)

[image: image1.wmf]2. The club’s purpose and goals must conform to KS Strategic Goals.  

3. Attend the “Club Fair” to advertise your club and gain members.

What are my responsibilities as a Club/CLASS Advisor?

The Advisor(s) of the club will:

· Apply for and receive Club Sanctioning yearly.

· Complete the “End of the Year Report”, giving an overview of the club’s activities and accomplishments during the school year.

· Complete “Service Initiative” form for each service initiative undertaken during the school year.

If the club/CLASS maintains a financial account (optional)

· Follow all PII Guidelines, Cash Controls and other KS fiscal policies.

· Complete the “End of the Year Financial Report”.

· Complete monthly reconciliation of finances, using monthly statements provided by the Student Activities Accountant.

· Fundraisers (optional)

· Complete “Request for Fundraising” at least two weeks PRIOR to your proposed fundraiser.

· Deposit cash/checks immediately with the student activities office and complete the appropriate deposit form.

· Complete the “Fundraising Collection Report” within two weeks of the completion of the fundraiser.  Failure to do so may result in the immediate revocation of fundraiser privileges for the rest of the school year. 

· Submit necessary paperwork for “Cash Advance”, “Check Request” with 

necessary original documentation.  (For check and cash advance requests, please   

allow at least 7 – 10 working days for processing.)

· ALL financial requests, and deposits are to be submitted to the student 

activities department for review and approval.  Documents that are submitted directly to the student activities accountant that have not been approved by the SAC office will NOT be processed.  

· Report any discrepancies or concerns immediately to the student activities 

office.
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Associated Students of Kamehameha Middle School

Club Sanctioning Form
We, the undersigned students of Kamehameha Middle School, desire to form a club.  We understand that in order to use Kamehameha facilities and to be considered for fundraising opportunities each club must receive sanctioning approval from the Associated Students of Kamehameha Middle School Council.  

By completing the Club Charter Form we are initiating the Club Sanctioning Process.  Each Club Charter submitted will be considered at the first convening of the Associated Students of Kamehameha Middle School.  Clubs will be notified by written letter about their approval.  Clubs denied sanctioning will be asked to make the necessary changes to the charter form. 

Date Received:      
Approved: __________

Disproved: __________    

Recommendations to meet Sanctioning Requirements:      
Associated Students of Kamehameha Middle School

Club Charter Form
Article I

This organization shall be known as:      
Article II

Section I – Club Purpose or Goals

“Kamehameha Schools is grounded in the Christian and Hawaiian values embraced by Ke Aliÿi Pauahi.”  The aims and purpose of this club shall be in alignment with KS Strategic Goals:

· SG #3 – KS will cultivate, nurture, perpetuate and practice ÿIke Hawaiÿi

· SG #4 – KS will foster the development of leaders who focus on service to others

· SG #6 – KS will mälama i ka ÿäina: practice ethical, prudent and culturally appropriate stewardship of lands and resource

· SG #7 – KS will continue to develop as a dynamic, nurturing learning community

(State the purpose or goal of the proposed club below)

     
Section II - Service

The club will complete one service learning project during the school year and complete a “Service Evaluation” at the end of the school year.  Suggested service days are Make A Difference Day, November 2, 2013 and Earth Day, March 1, 2014
Types of service that the proposed club would like to perform are:

     
Article III

The qualifications for membership to which every member must confirm are as follows:

     
Article IV

Section I – Club Officers

The officers and their duties shall be as follows (Give a brief description).  Officers are not required.

Office






Duties
     






     
Section II – Officer Selection

The officers are chosen by:      
Section III – Standing Committees

The standing committees of this organization shall be as follows:

Committee





Purpose
     






     
     






     
     






     
Article V

Section I – Regular Meetings

Regular meetings of this organization shall be held:      
Section II – Special Meetings

Special meetings shall be called when and by whom?      
Section III – Meeting Location

The meetings will take place: (List Location)      
Article VI

Section I - Dues

The dues of this organization shall be (Dues are optional):      
Section II – Purpose of Dues

The purpose(s) for which dues will be collected are:      
Article VII

Section I - Activities

The tentative plans for activities this year include:

Activity




Date
     





     
     





     
     





     
Article VIII
Section I – Advisor’s Role

The Advisor(s) of the club will complete:

· End of the Year Report, giving an overview of the club’s activities and accomplishments during the school year.

· Service Evaluation, giving an overview of the club’s service to the school and community during the school year.

· End of the Year Financial Report (each club is required to complete this form)

*Fundraisers (optional)

· Request for Fundraising form at least two weeks prior to the proposed fundraiser.

· Fundraising Collection Report within two weeks of the completion of the event.

*Travel (optional)

· A proposed Travel Request, stating goals/objectives of the trip, tentative itinerary, estimated student attendance and chaperones necessary and estimated costs.  (At least three bids for travel should be obtained.)  The Travel Request will be considered by the Principal and Student Activities Coordinator for approval.

I have read and understand my responsibilities as stated in the Advisor’s Role memorandum and I agree to sponsor this organization.

____________________________________
______________________

(Advisor’s Signature)




(Date)

I hereby submit the above Charter for approval to the Student Council of the Associated Students of Kamehameha Middle School.

______________________________________
_________________________

(Club President’s Signature)



(Date)

The list of members is for the school year 20       to 20      
Kamehameha Schools
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Associated Students of Kamehameha Middle School

Club Charter – Club Officers

Officer Name





Position
     






     
     






     
     






     
     






     
Advisor(s)

Name:      






Extension:      
Name:      






Extension:      
Name:      






Extension:      
Club Members
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