Clubs/Council Activity Checklist 
Planning any activity?
The list below should help you plan a safe and well-organized event!
	Steps
	Procedures

	Write Proposal or event Outline
	· Bring to Ms. Koutroubis in Science after being approved and signed by staff supervisor.  Be prepared to answer any questions.
· Proposal will be read and if warranted Ms. Koutroubis will take it to the administration 

	Reserve Room or Areas
	· Staff supervisor books the room through the office
· Teachers are advised to use their “own classrooms” for meetings. Please leave the area the way you found it. No garbage left.

	Permit
	· Required if after 6 p.m. or on the weekend
· Requires Vice Principal’s permission 
· Staff supervisor books in office

	Posters
	· Created, approved, and signed by staff supervisor
· 30 photocopied poster maximum. Post on your bulletin board or the Clubs Bulletin or cement pillars only (use painters tape). Not on windows.
· Remove After Event

	Announcements
	· Written for Haig Radio and TV, approved by staff supervisor
· Emailed to radio.haig@gmail.com by nine p.m. the day before you would like it read, staff supervisor must be CC’d in the email. This will send a copy of the email to the staff supervisor. 

	Security Crew
	· Forms are in upper mailbox (beside the music office), put completed forms in Mr. Kettle’s mailbox.

	Lighting Crew
	· On line forms  
· Must be submitted by your staff supervisor 2 weeks before the event. Advisor is Mr. Burns and Mr. Hayes


	Staff supervision
	· Arrange teachers, hall monitors, and administration

	Caretakers
	· Written in advance and notified of requirements 

	Police or outside security
	· Arrange if needed

	Ticket Sales
	· Create Ticket, sales schedule organized, table arranged, finances organized

	Refreshments 
	· Organized (who brings, sells, when and where)
· Who cleans up?

	Accounting
	· Counting money and depositing before 4pm each day
· Do not keep money over night

	Deposit Slips
	· Filled out and given to Ms. Tarasuk/Ms. Koutroubis with all money counted and sorted in envelope
· Deposits made to the Clubs and Councils account
· You must keep your own records.  Only a staff member may request a print out of the account from Ms. Koutroubis

	Cheque Requests
	· Filled out and submitted with original receipts for expenses and signed by staff supervisor

	Fundraising
Attendance 

	· Must attend monthly fundraising meetings (contact agenda for date) to obtain approval ticket
· List of students missing classes posted in student office by Staff Supervisor

	Door and conduct policy set
	· Usually no in and out privileges, once they leave the auditorium/ building/gym they may not return
· No one may leave assigned seats and go up on stage

	Staff Supervisor
	· Must be present at event
· The staff supervisor is responsible for the students and their actions
· Consider arranging a backup
· Staff must have a backup or supporting teacher in case of injury or emergency
· One teacher must be present for every 25 students


