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Welcome and Introduction 
Dear Advisors, 

I cannot think of a better job than to work with students and student organizations.  These activities not only help students expand their educational experience, they also establish a lifetime of valuable commitments and relationships.

When I look back at my own high school experience, most of the defining moments came from the time I spent in co-curricular activities.  Thank you for helping shape the future of our next generation.

Sincerely, 

Laura Nyberg

Associate Principal and Director of Student Organizations  
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ADVISOR JOB DESCRIPTION
Qualifications:

· Valid teacher certification or alternative qualifications as appropriate 

· Member of the Middleton-Cross Plains Area School District (preferred)

· Successful experience working with similar Student Organization 

· Ability to interact in a positive constructive manner with students, parents, other staff, and the public.

Reports Directly to:  Student Organizations Director 
Duties:

· Provides opportunities for MHS students to become members of the organization by maintaining accurate and up to date organization information, and participating in Fall Activity Fairs, the Spring Carnival, related assemblies such as Homecoming, and other relevant school-wide events. 

· Schedules, publishes, and holds regular meetings, events, and activities standard for the organization.

· Advises students in developing skills and supervises organization activities. 

· Implements safety procedures and monitors safety conditions at all times. Files accident reports when necessary.

· Maintains up to date roster information, attends advisor meetings set by the director, and completes advisor reports in a timely and accurate manner.

· Establishes and communicates expectations regarding standards of student conduct.  Supports and promotes good student decision making. Assists the director in enforcing the code of conduct. 

· Effectively manages organization budget, equipment, materials, and supplies.

· Observes district policies, school procedures, and parent organization guidelines such as those governing student fieldtrips, travel, and fundraising.

· Communicates with parents and recognizes student accomplishments.

Other Position Information 

· Additives are always voluntary and offered on a continuing contract that is separate from individual employment contracts.
· The salary for each additive is defined in the collective bargaining agreement and calculated on a percentage of the district’s base salary.  Experience is a factor awarding a .5% increase after the third, seventh, and tenth years. With the agreement of those involved, additives can be shared.
· Position openings are posted on the district website.

· Mileage shall not be paid for traveling from teaching assignments. 

· Resignations shall be provided to the Director of Student Organizations by May 1 and advisors may be required to stay in the position for an additional year if a replacement can not be found.  The district shall notify the advisor on or before December 1, if the district does not intend to continue its efforts. 
Announcements and Postings

Use of School-Wide Communication Systems

Daily Announcements:  Each Student Organization should develop a communication plan to address and recruit members. School-wide announcements are shown throughout the day on closed circuit television and posted on the MHS website.  Students should get in the habit of checking the announcements regularly as they are used to communicate important information. Organizations should not rely on this as their only mode of communication as it is not effective. 
Postings:  Only MHS related announcements can be posted throughout the building either on the Cardinal Bulletin Boards or on posting strips located in the hallways.  No tape should be used.  All postings must be pre-approved by the appropriate Director (Athletic or Student Organizations) and stamped with a signature.  Requests need to be made by advisors/coaches (email the appropriate Director and/or secretary that a student is submitting the flier for approval) Approvals require at least one day’s notice.  Prior to approvals being granted, organizations must have completed all paperwork. For example, in order to post information about a fund raiser, a fundraising form must be on file.  

The maroon colored bulletin boards have been installed for use by student organizations.  If your organizations want a bulletin board installed outside of your advisor’s classroom or in another appropriate place, please contact the Director of Student Organizations.  Posting kits are available through the director’s secretary.  
Community Bulletin Boards:  All other announcements can only be placed on the Community Bulletin Boards.   These postings require additional permissions from district staff.  See district policy 851 on advertising/promotions in schools for more information.  
Use of Campus Messenger:  Advisors have access to use Campus Messenger to send emails or voice mail via the school system.  All members of student organizations who not regularly use their school email accounts should forward their school mail to their private account.  During the 2011-2012 school year, organization advisors will have the opportunity to use this system for texting students.  Students should make sure their cell phones are on file in the school system.  
Websites:  (talk to Jeff and get update)
FaceBook:  (talk to Jeff and get update)
Media Production Guidelines 
Code of Conduct

The official code of conduct for student organizations is found in the student handbook.  Excerpts from the handbook addressing academic, attendance, and behavioral expectations are also presented below as are the procedures for addressing violations and applying consequences.
Categories 
Student Organization participants are subject to a higher standard of accountability when they participate in co-curricular activities.  There are three levels of participation or categories of student organizations.  

(A) When students are in selected or appointed positions of leadership and are expected to represent the values, expectations, and ideals espoused by Middleton High School.  

(B) When students choose to compete or perform with the public as their audience.  This participation does not include performances that are part of coursework.   

(C) When students volunteer to privately participate.  Their participation shall be defined as meetings or the equivalent of practicing in athletics.  

Academic Eligibility 
Requirements:  In order to be academically eligible for participation in student organizations that compete or perform in public, a student must maintain passing grades in all subjects, and carry a minimum of 2.5 credits each semester. Incomplete grades will be treated as passing grades.  However, an incomplete grade will not be given for the sole purpose of eligibility. 

Ineligibility: Any organization participant who receives minimally one failing grade in any subject for any quarter or semester grading period will immediately be declared ineligible for further competition or performance in events on the next eligibility date, but remains eligible to continue meeting or practicing with the organization. The dates of ineligibility begin on the day the grades are posted by the registrar.   If an incomplete grade becomes a failure, the student will immediately become ineligible.  

Reinstatement: Following fifteen (15) school days and nights of ineligibility, the Student Organizations Director will evaluate the student’s current academic status.  The participant must be passing all courses to regain academic eligibility.  Grades from summer school courses at Middleton High School may be used to regain eligibility for fall activities. Grades from summer school courses taken at another school may be used to regain eligibility provided that the student is earning credit toward graduation requirements for such courses and prior approval has been granted in writing by the Middleton High School Student Services Department, or the appropriate dean/associate principal, for courses comparable to those failed during the last quarter or semester.

Selection During Ineligibility: If auditions are conducted in an activity prior to the conclusion of a quarter, an ineligible student will be allowed to participate in the audition process, but will not be eligible for event performances until eligibility has been restored.

Expectations
Academics: Students are expected to maintain good standing and seek help if they are struggling. 

Attendance: Student participants are expected to attend class on a regular basis and follow established policies to excuse absences. Except in cases of family emergency, students must be in school all day to participate in that day’s competition or performance, unless cleared in advance by the Student Organizations Director.  Unexcused absences from school will result in a student being ineligible to participate in that day’s meeting or performance/competition.

Conduct: All members of student organizations are expected to exhibit proper school behavior and display high standards of attendance, behavior, citizenship, and respect.  Failure to abide by expectations could result in immediate suspension from performance/competition for at least one (1) complete day, regardless of the number of events that occur in that day. 

Note:  Repeated abuse of expectations will be reviewed by the Director and may result in additional sanctions. Penalties will be assigned based on the offense repeated. 

Travel
Students involved in organizations that compete or perform and travel outside of the building must have a signed “Parent Permission Form” on file prior to starting the activity.  Travel to and from activities will be only on school-provided transportation.  Waivers: A student may return from an away contest with parents/guardians providing that the advisor is aware of the arrangements, prior approval has been obtained and the appropriate waiver form has been signed and submitted.  If parents/guardians provide transportation home from events, the parents/guardians shall assume all resulting liability, and the school shall assume no liability.  All travel arrangements must follow other established district procedures such as those outlined for field trips and extended travel. 

Violations 
1. Any activities participant using, possessing, buying or selling alcohol, tobacco, controlled substances, performance enhancing, and/or illegal drugs or look-alike drugs, or abusing prescription substances or legal substances (i.e., caffeine/ephedrine pills, nitrous oxide, aerosols, etc.).

2. Any student engaged in or being an accomplice to unlawful and/or unacceptable conduct contrary to the ideals, principles, and standards of Middleton High School and local, state, or federal laws (i.e., assault, battery, vandalism, theft, burglary, weapons possession on school property, fighting, disorderly conduct, harassment, hazing,  truancy, etc.).

3. Attendance at events/parties where drugs and/or alcohol are being consumed and/or taken is strictly prohibited.  If a student attended such gatherings but can convincingly demonstrate to the satisfaction of school authorities that he/she left IMMEDIATELY when first aware of the illegal use of drugs and/or alcohol, the student has not violated the code.

Voluntary Self Referrals 
A student may voluntarily make a self-referral to the ATODA Coordinator requesting an ATODA screening and/or outside assessment.  Parents/guardians and staff may also assist in this process.  All screening and/or assessments are confidential.  No penalties will be imposed if the student demonstrates compliance and completion of the recommended ATODA treatment.  If a violation occurs during a treatment program, the student will be assessed the penalties prescribed for First Violation.  However, this self-referral must be made within calendar days after the violation.  Once the director or school administrator becomes aware of a violation through another source, there is no longer an option to self-refer. 

Penalties for violations 
1. Admissions: Students are encouraged to self-refer in all situations.  The intent of this is to encourage and reward student responsibility. If a student readily admits the violation and it is a first offense, the discipline shall be reduced to a suspension of 15% of the organization’s schedule.  The violator must self-report to the Student Organization’s Director within three days of the incident and prior to violator being called into the Director’s office regarding the incident.  When school is not in session, students are expected to leave a detailed message with the Director, over the phone or via email, outlining the date of the infraction, details of the incident, and the date and time of the telephone call.  In addition, if the offense includes use of alcoholic beverages or drugs, mandatory contact with the ATODA coordinator is required to establish an individualized program.

2. First Offense:  Restriction from participation for a period of 25% of the activity, based on a regular schedule of events.  Any remaining percentage of the suspension not served during the initial activities shall be recalculated and applied toward the next Student Organization in which the student participates.  Club expectations may also result in further restrictions as long as these restrictions are clearly communicated to all members and the director in advance.

3. Second Offense:  Restriction from competition for a period of 50% of the activity, based on the regular schedule of events.  The student must participate in outside screening and follow through with the recommendations.  Any remaining percentage of the suspension not served during the activity shall be recalculated and applied toward the next activity in which a student competes/performs.  Failure or refusal to follow through with the assessment recommendations will result in removal from competition/performance until recommendations are completed.

4. Third Offense: The student is suspended from participation for a period of 24 months.  However, at the end of 12 months of suspension, a student may appeal the Student Organization’s Council for reinstatement review.  If reinstated, any additional violations would be treated as third violations. 

5. Hosting Offenses: Any SO participant who hosts an illegal gathering will be treated as a Third Violation.

6. Felony Offenses:  Any SO participant charged with a felony will be treated as a third violation.  

7. Leadership Offenses: Students in leadership positions forfeit their role and are not eligible to continue their tenure as representatives of the school for the remainder of their term. These positions include, for example, students on the Leadership Council, Athletic Council, Senate, Student Council Officers and Officers in other Student Organizations.  As applicable, students are expected to continue involvement with the activity, just not in a leadership role. Students with violations are also not eligible to be on Homecoming or Prom Court, speak/perform at Commencement, or attend Badger Boys/Girls State for a period of one calendar year from the date of the offense.  These penalties are assessed despite the fact that penalties may include up to 100% of the activity. 

Procedures for Handling Violations 
1. The Director of Student Organizations and the Advisor for the specific organization will hold a conference to define 15%, 25%, or 50% of the activity based on the Student Organization’s regular schedule of competitions or performances.   
2. The student must make an appointment to meet with a school social worker in order to share referral information, complete releases, coordinate collaboration between the school and the assessment agency.  The student must then complete an alcohol and other drug abuse assessment by an appropriate licensed professional. Assessments are an in-depth and formal evaluation by a certified professional outside of the school.  It is anticipated that the assessment will determine the degree of the problem and the appropriate recommendations.  Next, the student will need to complete the recommendations made by the assessment professional and provide written notice of compliance with the recommendations.  All other screening information and recommendations are confidential.  Failure to complete these steps will result in additional penalties.  All costs associated with the assessment and treatment will be the responsibility of the student’s parent/guardian. 
3. A student organization participant making a choice to use alcohol or other drugs has an impact the organization.  In order for the student to return as a fully contributing member of the organization, he/she must participate in a restorative process to repair the damage done to the relationships.  Restorative options, which should be respectful of all involved, could include: (A) the student accepting responsibility for violating the code of conduct and negatively impacting the club.  (B) The student addressing the advisor and club members as a restorative measure. (c) The student re-signing the code of conduct in front of club members and advisors. 
4. Suspensions of students involved in Student Organizations will be served in the current activity or next activity if the organization is not is session.
5. Suspensions from participation may not be served while a student is academically ineligible.

6. A student serving penalties must meet/practice and travel with the group.

7. In order for suspensions to be served, the student must attend and participate fully for the entire duration of the current activity, or next activity.  A student participant must begin and complete the activity in good standing as defined by the advisor and the Director.

8. All Activity Code rules must be followed by the suspended student.

9. Code violations may affect senior release status.

10. A Student Organization participant will be cleared of all violations after two years from the last violation if s/he has not committed any additional violations in that two year period.

11. Appeals can be made through a special student organizations council.  The council consists of five members including the principal or a designee, two advisors, and two parents.  A hearing will be held in which the student and his/her parents/guardians will have the opportunity to present and the director will also have the opportunity to present information gathered as a result of the investigation. The council will deliberate in closed session and render a decision.  Appeals to this process can be made to the superintendent.    

Additional Consequences 

Sometimes when MHS organizations are connected to other national organizations or networks such as National Honor Society, there are additional expectations or consequences applied to meet the national standards.  Fair notice of these additional expectations and potential consequences need to be given to all members and they must be on file with the Director of Student Organizations.  
Finances
Fundrasing (staff handbook, overview, Schneider email, Cheryl review)
Budgets

Revenue and Expenditure Guidelines

· All fundraisers (two per year) must have calendar dates pre-approved by the Director of Student Organizations.  A fundraising form must be completed to reserve calendar dates.

· The purchase of all items must be accomplished through the use of authorized purchase orders submitted at least 24 hours before needed.  Do not spend money the club does not have.  

· Items purchased without an authorized purchase order are the responsibility of the advisor.  Staff members should not spend their own money for school purchases.  The high school will not be responsible for such purchases.

· Student activity funds should never be used to accommodate personal loans or credit.

· All requests for payment require supporting documentation: invoices, sales slips, contracts, etc.  Because of auditor requirements, no checks will be written without proper documentation. 
· Checks are issued on the 5th and the 20th of each month. Advisors will be reimbursed monthly on the 20th .  

· Collection of money for NSF checks is the responsibility of the advisor.  The Board of Education has imposed a $15.00 service charge for NSF checks.

· Advisors must keep accurate receipt and expenditure records for verification of the monthly activity summary.

· Board of education Policy and procedure on student activities must be reviewed.  If additional questions arise, contact the Student Organizations Director or the Business Secretary.    

Forms 
Describe the forms here, what they are used for and why, put samples back/end of the book)
· Emergency Information

· Student Pledge

· Transportation Waiver

· Parent Permission Form  

Field Trips 

Please observe all Field Trip policies and procedures.  The policy can be found on the district website and the procedures and forms can be found in the MHS Shared drive.  

You are allowed to take up to two field trips (each class) with your Student Organization each semester.  Trips during CRT time are subject to union approval.  The no-fly zones are the same, too.  No field trips are allowed the first week of the semester, the last week of the quarter, or the last two weeks of the semester.  
Please send your field trip rosters out at least a week prior to your trip. This gives the Health Office Time to check for medical issues on each student, prepare the necessary paperwork and then complete any necessary training with you prior to the trip. 

Forms available on the shared drive included the following

· Field Trip Request Forms 

· Field Tip Permission Forms

· Pre planned Absence Forms 

· Alternate Vehicle Application 

· Bus Request forms (no longer used, everything is on line)

The process for Extended Field Trips requires additional attention.  The information on the shared drive includes the following.

· Chaperone Checklist

· Extended Field Trip Packet 

· Departure Form

· Emergency Response Planning 

· Expectations for Student Conduct

· Extended Field Trip Request Form

· Medication Administration Permission

· Parent Permission Form

· Supervision Guidelines 

In order to process field trip rosters efficiently, improve communication, reduce paper use, and save time, the following process is used for managing field trip rosters.  
Create your field trip roster as a Word document, listing students and giving pertinent information (date, destination, time you are leaving, time you are returning, etc.)

· Communicate this information to MHS staff members by sending your roster as an e-mail attachment to the "Field Trip Rosters" e-mail group.(This 'active' communication is vital; Janel Kruchten, the Health Office, and coordinators must receive each roster.)

· Save your roster on the shared drive. (Go to the shared drive, MHS folder, FIELD TRIPS folder.) Save it in the appropriate monthly folder. (This 'passive' communication allows all staff members to view / print the rosters as needed. No need to e-mail rosters to all staff members or put copies into mailboxes.)
· We do not have a template to fill in at this time. Be sure to "Send and Save" your field trip roster as described above; communication is most important.

· Don't forget to contact Janel Kruchten (Ext. 9642) on the day of the field trip with updated attendance information.
· This plan is for the field trip rosters only. Please continue to work with the field trip coordinator and your supervisor regarding field trip requests and permission.  
Handling Injuries and Injury Reporting 

Student Organization Advisors need to follow district protocol regarding the handling of an injury even if the event happened off school grounds. 

When a student is injured, follow the typical standard of care. When in doubt on how to follow-up, contact the student’s parent/guardian or emergency personnel. 

Students need to be trained to report injuries to their advisor immediately.  The advisor must file a Student Accident Report with the School Nurse and consult with the Student Organizations Director about the incident.

MEMBERSHIP ROSTERING
Participant information on all Middleton High School co-curricular activities must be maintained.  Advisors need to submit a list of student participating in their organizations to the Director’s Secretary as soon as the activity begins and no later then the semester report dates.  A roster process is utilized to record the information in Infinite Campus because of the following. 

· It is the official record for students’ participation in the organization.  The information will be used on what we have been calling the “2nd Page” of the students’ transcript. This is a new system designed to assist students with documenting their high school activities in order to use them in the college application process. 
· It is best practice to know who, what, where and when of our programs. 

· The data is required for state reporting and program evaluation.

· Fees are charged based on these records.

· Funding is maintained and/or sought based on these statistics.

· Attendance reporting and tracking requirements are met through this process.   

· Community service projects are recorded for the state based on these rosters.

Definition of Co-Curricular Activities 

The state definition of co-curricular activities is, “School-sanctioned activities intended to broaden, develop, and enhance a student’s school experience.”  Additional details, based on state definitions, are also provided below.

· These activities are under the supervision of school staff but are supplemental to instructional activities in that they are designed to provide such experience as motivation, enjoyment, and improvement of skills.

· Participation is not required.

· Grades and/or credits are not received.  

Categories of Co-Curricular Activities 
State reports place co-curricular activities into three categories including academic (AC), athletics (AT), and music (MU).  Athletics is under the supervision of the Athletic Director and the other two categories are under the direction of the Associate Principal in charge of student organizations.  

Roster Directions 

It is critical that rosters for all athletics teams and student organizations are accurate and up to date. Advisors need to submit a list to the AP Secretary via email or hard copy (must be legible, include student identification numbers if possible)   

ATHLETICS:  Rosters are created at the beginning of each fall, winter, or spring season.  Updates or changes are reported to the Athletic Secretary as they occur (within 24 hours). 

STUDENT ORGANIZATIONS (academic and music): Rosters are created at the beginning of each school year for all Student Organizations active throughout the school year.  Rosters for Student Organizations active during only a portion of the year are submitted at the beginning of each activity. Updates or changes are reported to the Associate Principals’ Secretary as they occur (within 24 hours).  

Note: State Reports require information on the entire school year, the total number of offerings in each category, and the unduplicated number of participants in each of these categories.  School Sponsored Community Service Activity information is also built off of roster information. 
New Organizations: Application Process and Forms

About Creating a New Organization 

Any teacher or student having an interest in starting a new student organization may obtain a proposal form from the MHS Student Organization website or pick one up from the Director of Student Organizations.  Applications are reviewed twice a year and should be submitted by September 30 or January 30 for consideration during the corresponding semester.  
Expectations 

When a Student Organization is granted official status with Middleton High School, it is obligated to follow all policies and procedures for co-curricular activities.  The status of the Student Organization does not affect the necessity to follow district policy or school procedures.    Organizations either have official status or pilot status.  Pilot status is a time when a group of students is working to identify members and get organized.  Generally, the group will be identified as working toward a long-term official status.  However, a few groups opt for only short-term or temporary recognition if they do not anticipate the organization continuing into the future. 
Advantages of Becoming a Recognized Organization  

There are advantages to obtaining pilot status.  These advantages include not only obtaining access to school resources for funding, support, and recognition, but also accessing school communication systems.  Announcement and posting systems are for MHS sponsored co-curricular activities only.  If you apply for and receive an organization status, you have the opportunity to use these modes of communication.  Otherwise, no information regarding your organization can be placed on the morning announcements and postings can only be placed on bulletin boards marked “community.”  If you have pilot or official status, information about the organization can also be placed on our school website. 
Application and Reporting Process  

The application to become a recognized organization can be found on the MHS Student Organizations website or it can be picked up from the Director of Student Organizations. A school committee consisting of student members of the Student Organizations Leadership Council, Student Organization advisors, and the Director of Student Organizations will be convened twice a year (once each semester) to review applications and grant pilot status. 

Once status has been granted, the organization will be required to submit regular reports consistent with what is required of all MHS Student Organizations (three times yearly).   All dates pertaining to application submission and reporting are published on the school calendar.  They are generally September 30th, January 30th, and June 15th.  
	Pre Application Preparations 

· Review application process with the Director of Student Organizations.

· Discuss the application and the organization with potential faculty sponsor.  

· Draft application and get feedback from director and sponsor.  


	Application Process Overview

· Obtain and complete an application.

· Submit to the Director of Student Organizations.  

· Applications reviewed by committee.

· Student contact and faculty sponsor receive written response with committee recommendations.
· If pilot status is granted, begin using MHS resources and communication systems.  Function in a manner consistent with other student organizations. 
· Reviews for official organization status are also conducted during this process when funding is available.  Recommendations for official status will be made from the committee to the MHS Administration and the District’s Superintendent.  

	Application Checklist

· Completed Application Questions

· Letter of Support from a Faculty Sponsor

· List of Participants with primary student contact identified

· Documentation on related state or national organization (as appropriate)

·  Financial Projections 


	


MIDDLETON-CROSS PLAINS AREA SCHOOL DISTRICT

APPLICATION FOR A NEW STUDENT ORGANIZATION

	Date of Application:
	


	
	High School 
	
	
	Middle School : 
	


	Name of Proposed Student Organization:  Select an organization name that clearly and concisely indentifies its purpose. 

	


	Advisor (s):  Each school sponsored organization is required to have a faculty sponsor.  Identify the faculty member(s) willing to sponsor your organization.   Attach a letter of support from the faculty member(s).  

	


	Participants:  Attach a list of students who are willing to participate in the newly formed organization.  Include students’ first and last names, student identification numbers, and student signatures.   A minimum of 15 students is required.  Identify the primary student contact so that communications and questions can be directed to that student leader. 

	


RATIONAL 

	Purpose of the Organization:  Describe the purpose or mission of the student organization you are proposing.  If the organization is connected to a state or national group, provide information on the mission and goals of the state or national organization.  

	


	Connections to the Curriculum:  All school sponsored organizations are an extension of our curricular offerings.  Describe how this organization is connected to courses offered or how it will provide a positive educational experience for our students. 

	


	Goals:  Identify the long and short term goals of the organization. 

	


PLANNING LOGISTICS

	Membership:  School sponsored organizations must adhere to district policies, be inclusive, and be non-discriminatory.  What are the criteria for membership in this organization? How is it inclusive and non-discriminatory? 

	


	Activities:  List the typical types of activities the organization’s members will participate in over the course of a school year.  Also include how many times the group will meet and a description of what they will be doing.  

	


	Safety Planning:  Describe the potential health and safety issues encountered by members of your organization.  What will you do to minimize risks for your members? What support do you need from the district or school in order to minimize these risks? 

	


	Category:  All Middleton High School Student Organizations are classified into categories based on participation levels.  Comment on which category your organization should be classified.  (A) Selected or appointed positions of leadership, (B) Competes or performs with the public as their audience, (C) Volunteers to privately participate.  

	


	Relationships to other Organizations:  How does the proposed organizations relate to current student organizations? Could your activities be done with one of them?  Explain why or why not.

	


	Status:  All new organizations are considered “pilots” so that their continuation or movement into full status can be evaluated.  Identify the status you are seeking and explain the reason why.  (1) Long-term:  working toward being a fully funded Student Organization, (2) Short-term:  expecting to last only a few years while interested students are in school, (3) Temporary:  centered on a specific event until it is completed. 

	


FINANCING 

	Budget Revenue:  Identify how the organization plans to obtain the funding it needs.  Describe specific plans for such activities as collecting money, soliciting donations, or conducting fund raisers.  

	


	Budget Expenditures:  Identify the expenses you expected to be associated with membership.  Include estimates on such items as equipment, travel, conferences, services needed, and competition fees or dues to state/national organizations.  

	


NEW STUDENT ORGANIZATION 
	Evaluation Rubric for:
	
	(Name of Proposed Student Organization) 


Proposal applications for new Student Organizations will be maintained on the MHS Website in the Student Organizations section.  Proposals are typically accepted three times per school year in September, January, and June.  A sub-committee of the Student Leadership Council will evaluate the proposals using the rubric below and make recommendations to the Director of Student Organizations and the District’s Superintendent.  Applicants will be notified of the results in writing within one month of making the application.   

OVERALL RATINGS, COMMENTS, AND RECOMMENDATIONS 

	Question 1
	Question 2
	Question 3
	Question 4
	Question 5
	Question 6
	Question 7
	Question 8
	Question 9
	Question 10
	TOTAL SCORE

	
	
	
	
	
	
	
	
	
	
	

	Overall Comments and Recommendations:
	

	


Notes:  The overall rating scale is based on 100 points so that is comparable to a standard grading scale. A similar rubric is used for evaluating existing clubs so that comparisons can be made when it is necessary to determine staffing allocations and resource distribution.  All new student organizations must reach a minimum score of 60 in order to be considered during this round of proposals.  Otherwise, the applicants must receive detailed feedback and recommendations so that they can re-submit their application during the next round of proposals.

	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(1) QUALIFIED ADVISOR IS AVAILABLE  Policy #370 requires availability of a qualified advisor
	No advisor has been identified
	An advisor who is not a certified staff member has been identified such as a member of the support staff or a  parent
	A certified staff member (teacher or student services) has been identified as an advisor
	A certified staff member has been identified as an advisor and demonstrates an active interest in the organization
	A certified staff member has been identified, demonstrates an active interest in the organization and participated in the application process

	Rating:

 
	

	Comments:  
	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(2) STUDENT INTEREST 

Policy #370 requires a minimum of (15) students
	Zero to six students are interested 
	Seven to fourteen students are interested
	Fifteen to nineteen students are interested 
	Twenty to twenty five students are interested 
	Over twenty five students are interested

	Rating:
	

	Comments:
	

	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(3)  EXTENSION OF THE CURRICULUM (or a life-time activity) By definition co-curricular activities must connect to the curriculum or help students develop life skills 
	Does not mention connections to the curriculum or life skills  
	Connections to curriculum or life skills are vague
	The organization relates to a specific class and department, or skill but the connections are not described 
	Connections with a specific class and department or life skill are identified and described.
	Descriptions of connections with specific life or career skills that will be developed are provided in detail. 

	Rating:
	

	Comments:
	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(4) NON- DISCRIMINATORY AND INCLUSIVE

No student may be denied because of the person’s sex, race, color, national origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, or physical, mental emotional or learning disability or handicap
	Appeals to a small select group of students or excludes most students 
	Appeals to only very few students and does not identify a plan to include others  
	Appeals to a wide range of students and addresses both sides of an issue or includes multiple points of view
	Includes multiple groups of students and describes ways the organizations is going to reach out to other students  
	Has a detailed plan to include everyone 

	Rating: 
	

	Comments:
	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(5) OFFERS NEW AND DIFFERENT ACTIVITES 

Not a repeat of an existing organization and offers  opportunities to do things students can not do themselves  
	The same or a similar type organization already exists at Middleton High School  or the activities are not appropriate for the high school 
	Several activities overlap with an existing organization and/or the activities are minimally appropriate for the high school 


	Appropriate activities that minimally overlap with an existing organization


	Appropriate that have no overlap with an existing organization 
	Appropriate activities that do not overlap with an existing organization and the students involved with the proposed organization  cannot do these activities on their own

	Rating: 
	

	Comments:
	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(6) CONNECTS STUDENTS TO SCHOOL Reaches a group of students not currently connected to school by offering a place to belong 
	Does not offer a way to help students connect to school or reaches a group of students already connected to school 


	Somewhat offers a place to belong and connect to school or has a vague idea to reach  students not currently connected


	Reaches out to a large group of students or has a plan to include other students not currently connected


	Reaches a large group of students and has a plan to reach out to many students who are not currently connected


	Reaches almost all students and has a detailed plan to reach  other  students  



	Rating:
	

	Comments:


	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(7) FINANCIAL IMPACT IS AFFORDABLE
	Expensive 

.
	Expensive but has a plan to obtain equipment  and assist participants with expenses


	Affordable


	Affordable with an idea on how to obtain resources and help students in need 


	Minimal to no cost for participants or has a detailed plan to help all students participate without any barriers 

	Rating:
	

	Comments:


	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(8)  SAFETY PLANNING AND RISK REDUCTION  
	Dangerous with  many risks to students
	Many risks to students with a vague plan to minimize these risks 
	Not risky or has a safety plan 
	Not risky or has very detailed safety plan to address risks 
	Not risky, exceptional safety plan that address all risk and concerns 

	Rating:
	

	Comments:


	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(9) ORGANITION AND LEADERSHIP 
	No visible student leaders, is unorganized and doesn’t follow rules 
	Only one visible leader and knows about rules but doesn’t seem to follow them
	Is organized.  Utilizes established system and follows rules (postings, facility use, announcements). Has identified active student leaders.
	Is highly organized.  Utilizes established system and follows rules.  Has more than one active student leader.
	Exceptionally organized.  Improves the system.  

Has a central “board” or governing group of students. 

	Rating:
	

	Comments:


	


	Criteria
	Unsatisfactory (2 points)
	Minimal (4 points)
	Basic (6 points)
	Advanced (8 points)
	Distinguished (10 points)

	(10)  PROVIDES A SERVICE OR GIVES BACK TO THE SCHOOL OR COMMUNITY IN SOMEWAY
	No service or community contributions 
	Has an idea of ways to provide services or community contribution, but provided no background. (Lacks detail and plans) 
	Provides service basic contributions to the school or community and provides general plans (fundraising, members, events)
	Provides service or basic contributions to the school or community. Has plans for implementation such as a timeline, dates, etc. 
	Indicates a passion for service to others or goes into great detail with plans for service project implementation.  It is the reason the organization exists.

	Rating: 
	

	Comments:


	


Policies (District)

The MCPASD operates under the philosophy that Co-curricular Activities are an extension of the curricular offerings and that they help students develop valuable skills.  Co-curricular Actives also address recommendations made in Breaking Ranks II by personalizing the school environment, increasing the number of students who develop relationships with adults who advocate for them, and by connecting real-life applications of knowledge and skills to help students link their education to their future.

Administrative policies and procedures for the MCPASD are available on the district’s website.  These policies need to be observed by all employees. Policies relating to Co-curricular Activities are highlighted below.  Many of these policies and procedures are also addressed in handbooks, other publications, and administrative emails.  Advisors who have questions or concerns should review information presented in these publications and then discuss it with the Director of Student Organizations.  

	Policy No.
	Policy Topic 
	Policy Summary 

	I-C.2
	Equal Opportunity
	Co-curricular participation shall not be abridged or impaired on any basis prohibited by state and/or federal law.  

	310 
	Program Philosophy
	Co-curricular activities are an extension of the educational program and participation is a privilege for students who meet established standards 

	321
	Calendar 
	Calendar must be distributed, minimize Wednesday events 

	353
	Field Trips 
	Permission Forms and Checklist are required for all field trips including those taken because of Co-curricular Activities 

	370
	Co-curricular Activities 
	Overview of Co-curricular Activity policies and procedures including philosophy, scheduling, non-discrimination, adding organizations, dropping organizations, and eligibility.  

	371
	Student Organizations (SO) 
	Overview of SO policy and procedures including philosophy, new clubs, officers and constitutions, meeting schedules, subject to rules and regulations, transportation, no commercially-sponsored sources, recognition ceremony, annual budgets, salaries, field trips, dues, fundraising, publicizing activities 

	371.1
	Non-curriculum Related SO 
	Limited open forum periods, voluntary, student-initiated, employees can not promote or lead (only observe), not interfere with instruction, not conducted by persons/groups not affiliated with school, non-discrimination

	372
	Student Publications 
	Educational tools that uphold freedom of expression but not contrary to student responsibility, appropriateness standards, and skill development 

	374
	Fundraising Activities 
	Procedures including fundraising forms, Community Sales Guidelines, Funding Procedures, 

	377
	Interscholastic Athletics 
	Overview of Athletic procedures such as adding a sport, dropping a sport, dropping students from a sport, and adding coaches 

	378.1
	Play  Selection 
	Adhere to appropriate production standards, diversity of appeal, enrich and support curriculum, sound educational judgment 

	422
	Admissions
	Residency status not granted for co-curricular participation 

	451
	Wellness, Physical Activity, Nutrition 
	MCPASD provides additional opportunities for physical development and fitness through co-curricular activities 

	453.1
	Nursing Services
	Protocols for dealing with accidental injury and illness, administering medications, recording incidents/services, including co-curriculars

	460
	Scholarships and Awards
	Co-curricular involvement are often considered as one criteria for selecting scholarships and awards  

	535.21
	Volunteer Coaches
	Overview of procedures for utilizing volunteer coaches including recruitment/selection, relationship to professional staff, no keys, and evaluations must be conducted 

	662.1
	Funds Management
	Establishing a club, annual fundraising, financial account provisions, record keeping, receipts, deposits, expenditures/ disbursements, transfer of funds, and audits

	672.2
	Contract Approval
	Contracts for SO Activities shall be reviewed and authorized by Assistant Superintendent of Business Services 

	751.5
	Transportation
	Overview of the procedures used to transport students with the use of district-owned vehicles and/or private vehicles, background checks needed 


Recognition, Selection Processes and Awards 

Awards

Information regarding award criteria in a particular activity will be clearly defined and made available to all organization participants and the Director of Student Organizations. 

Promoting Student Organizations 

Fall Fairs 

Homecoming Parade

Spring Carnival 

Recognition 

Recognition of achievement needs to be promoted.  Please plan to take pictures of the events in which your organization participates and share it with the Director’s secretary or district communications personnel so that it can be added to the website.  
For special achievements contact the Superintendent’s Assistant and your group can be recognized by the Board of Education at one of their meetings.  

Three yearly recognition assemblies are planned in the school-wide schedule. Discuss participation with the director so that your organization can be recognized.  These assemblies occur in the Fall, Winter, and Spring (see school schedule).
Selection Processes

Any process used to select students or positions within the organizations need to be defined and communicated to participants and to the Student Organizations Director.  
Mission statements, by-laws, and other official organization information must also be defined and communicated. Organization contact information must be kept up-to-date.  

Student Organization Reports

Directions:  Complete the following report and submit it to the Student Organizations Director.  Reports are due three times a year unless your organization has a limited season such as the School Musical in which case one report should be completed.    Bold the title of the report listed below to identify which report you are submitting.
	Semester I
	Semester II
	End of the Year Evaluation

	(Due by September 30)
	(Due by January 30)
	(Due by June 15)


	Organization Name
	Advisor Name(s)

	
	


ID CURRICULAR AREA  

Circle the area which best describes your student organization’s connection to the curriculum?

	Leadership and Service 


	Math and Science

	Career and Technical Education


	Physical Education 

	English

 
	Social Studies 

	Fine Arts

 
	World Languages 

	    Other:  

  


Each student organization has a related Cardinal character.  Which one best represents your organization?  OR   Describe a character that you would like to see created. 

	List and describe the activities, meetings, and/or initiatives your organization has completed during the reporting period.  



	Date
	Activity/Meeting/Initiative
	Event Description

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Participants

Accomplishments

Student Recognition:  Attach announcements submit any information necessary for press release and/or public recognition
Publicity: It is your responsibility to publicize your team/organization/accomplishments, which appear in the announcements, school newspaper, or local newspapers. 
Informational 

Formal Description 

Indicate the major purpose(s) for the existence of this organization

Relationship to curriculum

If your organization is governed by a constitution and/or by-laws, please attach.

How many members are in the organization?

How many organized meetings, activities, events, did you hold this year?

Financial 

Activity Account Number

Beginning Balance 
Ending Balance  

Major fund raising projects (if any)
Other financial support received from the school (explain)

Other financial support received from outside of the school (explain) 

Service Projects 

Make sure the forms are submitted

Website 

Update or changes that need to be made 

GENERAL AND CONTACT INFORMATION  

	Description of Organization 

(Formal Description from Handbook) 
	Contact

 Information

	
	Advisor Name(s)
	

	
	Advisor 

Email
	

	
	Meeting Day

and Time:
	

	
	Meeting Place 
	


LINKS 

List the links that you would like to include on your website.  For example, links with parent organizations. 

	
	

	
	

	
	

	
	

	
	


OTHER COMMUNICATIONS  
Describe your communication needs in each of the following areas. 

	Achievements
	

	Announcements 
(Organization Highlights)
	

	Events 
	

	Meeting Minutes
	

	Photos
	

	Other
	


Describe how you plan to share this information with the Associate Principals’ Secretary so that she can post it on the website. 
STUDENT ORGANIZATION EVALUATION
	Date Submitted:
	
	Date Reviewed:  
	


Service

Community Service Sponsored by the Schools 

The state definition of “School Sponsored Community Service is, “School supervised activities which emphasize service to and involvement with the community.  The location of the service, whether off school grounds or on campus, does not matter.”  Activities could include school-wide events, separately organized programs, or projects conducted by classroom teachers or school-sponsored clubs.

· Required – Participation is part of a regular curriculum offering and grades or credits are given, usually part of a class
· Voluntary – no grade or credit is earned; usually part of a co-curricular organization 

Examples include cleaning up a local park, visiting the elderly, or collecting and distributing food and Fine Arts performances provided for the community.  

Service- Learning

Service Learning is community service that integrates classroom instruction with service activities.  Service Learning is different from other community service because it has the following characteristics. 
· It is organized in relation to an academic course or curriculum. 

· It has clearly stated learning objectives.
· It addresses real community needs in a sustained manner over a period of time.
· It assists students in drawing lessons from the service through organized reflection or critical analysis of activities.  Reflection examples include classroom discussions, class presentations, or directing writing.  

Example: Students studying the environment help preserve the natural habitat of the local animals by keeping the area clean, posting signs, to educating the public.  The students journal about their experiences and discuss the issues in class

Reporting Procedures

MHS is required to track all service performed in connection to the school and submit it to the state.  If your organization performs service projects the information needs to be recorded and submitted by the advisor to the Associate Principals’ Secretary.  A form can be found on the MHS shared drive.  It can be submitted any time.  However, all forms should be submitted, at minimum two times per year, during each final exam period so that it can be put into a student’s official record on IC and used for college applications or job references.  
Service conducted that is not in connection to school sponsored activities or service-learning can be tracked in Career Cruising but is not recorded in Infinite Campus for state reporting purposes. 
School Sponsored Community Service Activities

Teacher/Advisor:  ________________

Data for DPI School Performance Report

      
Signature: 
_____________________
The Wisconsin Department of Public Instruction requires each high school, as part of their school district’s annual School Performance Report, to submit data on student participation in school sponsored community service activities. This includes all community related activities that take place off school grounds or on the campus whether the community service is school-wide events, separately organized, or projects conducted by classroom teacher or co-curricular advisors/coaches.  Service Learning projects should also be reported.

Directions  
1. Read the definitions below before providing the information requested.
2. Print a roster of your class or organization.  Cross off the students that did not participate in the activity.  Note the approximate number of hours each student devoted to the project (See samples in the MHS Shared Drive under Service Learning – Service Project Reporting Form Sample). 
3. Attach a copy of this form with responses to the questions below or write your answers on the roster you are submitting.  

4. Sign the form (or roster copy) and submit it to the Associate Principals’ Secretary when each and every project is completed.
5. If you have no community service activities to report for the entire year, check the box below and submit this form during final exams in June.  You cannot complete your, “end of the year check-out” without submitting completed rosters or a copy of this form with the box checked below.

    No Service Projects to Report this Year
 

	School Sponsored Community Service Activity 

Name, or describe, the school supervised community activity which emphasized service to or involvement with the community
	

	Date
Describe when the activity took place.
	

	Student Information
Identify participants by name and identification number by printing a class/group roster.  Cross off students who did not participate in this specific activity.
	

	Approximate Number of  Hours 

List the number of hours each student devoted to the project next to the students’ names.
	

	Categories of School Sponsored Community Activities

Identify if the activity should be categorized as required or voluntary. 

Required/Coursework:   involvement is part of regular curriculum offerings; grades/credits are given; usually classroom related.

OR

Voluntary/Co-curricular: involvement is voluntary; no grades/credits are given; usually related to co-curricular activities (Student Organizations or Athletics).
	


Note: State Reports require information on the entire school year, the total number of school sponsored community activities, and the unduplicated number of participants in each of the categories.  This is information is tracked and recorded in Infinite Campus and utilizes both course/section and roster information.  Make sure your rosters are accurate and up to date.   Please report problems to the appropriate clerical staff members. 

