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 The central goal of the San Francisco Unified School District (SFUSD) is to provide excellence for all students.  It takes an entire community to ensure the success of all our students, and working together we can provide our children with the support they need today so that they will be prepared for tomorrow’s world.  

The SFUSD student handbook is designed to advise students of the rules and procedures of SFUSD.  It should be used as a resource to better understand the standards of behavior and expectations that apply to all SFUSD students. 

Arlene Ackerman

Superintendent of SFUSD Schools

This “ISA Student Activities Handbook” should be used in conjunction with the SFUSD Student and Parent/Guardian Handbook.  

For more information regarding this manual, see ISA School Principal Mrs. Evanhelho , Assistant Principal Mr. Sanderson, Governing Student Body Advisor Ms. Castro, Co-Advisors Ms. Norman or Mrs. Smith

All GSB regular meetings take place Wednesday and Fridays from 9:45 – 10:30 am.

Other meetings are held on an emergency basis.  Parents/Guardians and students of ISA are always welcome to our meetings.  Thank you and welcome.

                  General Organization of the Student Activities Program    

The Governing Student Body (hereafter referred to as G.S.B.) of International Studies Academy High School (hereafter referred to as I.S.A.) is organized under the California Education Code, regulations of the Board of Education of the  San Francisco Unified School District (hereafter referred to as S.F.U.S.D.), SFUSD Student Advisory Council (hereafter referred to as SAC) and  the G.S.B. Bylaws

Governing Student Body  The organization and operation of GSB (the elected and  appointed officers of the G.S.B.) are set forth by the G.S.B. By-Laws. It is the responsibility of every student at I.S.A. to familiarize  himself/herself with the G.S.B. Bylaws and its provisions.   

Inter-Cub Council  The Inter-Club Council (hereafter referred to as I.C.C.) shall consist of the Presidents, or the designated representative, of all school  clubs/organizations, Club Commissioner Sarah Bockelman, After School Director Jason Wyman and GSB Advisor Verna Castro or designess. They shall meet the 1 st Thursday of every month at lunch in the library at the request of the Club Commissioner .  The purpose of this meeting is to plan and  implement of various student activities.  
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                     General Policies of the Club/Organization Program    

The Club/Organization program is governed by the G.S.B Bylaws.    

Only on-campus clubs/organizations will be recognized. To be a recognized  club/organization, the group must submit, to the GSB, 

1. Propose charter status each year “Club/Organization Charter Application” by submitting to a GSB meeting as early as October of each school year

2. Once approved follow “Regulations for Organizing a Club/Organization”

Regulations for Organizing a Club/Organization  

The club/organization must ...  

1. Be initiated by student interest.  

2. Have a staff sponsor (certificated personnel at I.S.A.) 

3.  Meet on campus during school days/hours at least once during  the school year.  

4. Encourage all members to purchase an ISA ID. card.  

5. Be responsible for at least two projects each school year. One  project should benefit ISA High School and one project  should benefit the local community.  

6.  Follow all financial polices and procedures at ISA.  

7. Select emblems, insignias, uniforms, T-shirts, etc., to be worn  by club/organization members, in good taste. 

8. Not overlap on another existing club/organization.    

The following pages will include a list of recognize club/organizations and  their present advisors ...
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Clubs and Organizations    

Name of Club/Organization  


Account #  

Advisor  

Class of 2005







Mr.Kowolik

Class of 2006







Mrs. Shum

Class of 2007







Mr. Rodgers

Class of 2008







Ms. Norman

Athletic Club







Ms. Castro

Art Club







Ms. Pastor

Asian Club







Mr. Duncan

Baseball Club







Mr. Cox

Black Student Union (BSU)





Ms. Norman

Cross-Country Club






Ms. Feather

Girls’ Basketball Club






Ms. Castro

Boys’ Basketball Club





Mr. Norman

Building With Books Club





Ms. Duszynski

California Scholarship Federation (CSF) Club


Mrs. Lew

Gardening Club






Mr. Rodgers

International Expedition Club





Mrs. Evangelho

La Raza Club







Mr. Kowolik

Science Club







Mrs. Grace

Soccer Club







Mr. Corea

Softball Club







Mr. Boyd, Mr. Ball

Spirit Club






      Ms. Shum, Ms. Johnson

Tennis Club







Mr. Sentachi

Volleyball Club






Ms. Castro

What Would Jesus Do (WWJD) Club


      Ms. Feather, Ms. Shum
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        Club/Organization Meetings    

All clubs/organizations should establish a regular meeting day, time and  place. Each club/organization shall meet at least once a year to review their  Charter, elect officers, create a membership list with a record of ISA ID. card  numbers, and select two club/organization projects for the school year. The  following are general guidelines for club/organization meetings:    

1. The meeting place is usually in the advisor’s classroom  

2. Other on-campus meeting places may be reserved on the Master  Calendar in the Main Office by submitting an  “Application for Use of Facilities” at least two weeks in advance.  

3. The club/organization advisor shall be present at all meetings.  

4. Advisors should meet with their club/organization officers prior to  each scheduled meetings and help plan an agenda so that the  meeting will be business-like and worthwhile.  

5. “Roberts Rules of Order” shall be the suggested meeting protocol.

6. All meetings should be documented with written minutes, which  should be retained for future reference.  All meeting minutes shall be submitted to GSB secretary/historian at the end of the day by email or hand delivered.

7. The policies and procedures for financial transactions, established  by the S.F.U.S.D., must be followed by all clubs/organizations. All  financial transactions, fund-raising projects and activities must be  approved by the general membership of the club/organization  before being submitted to GSB for approval, and should  be documented in the club/organization meeting minutes. Copies  of all financial documents should be retained by the advisor for  possible review by the District auditors.  School accountant will be available Friday afternoon between 1 –2 pm for deposit and withdrawal of funds.  Slips for both transactions may be obtained from the GSB Treasurer, GSB Advisor and or Main Office Staff.  
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Field Trips    

Any off-campus field trips by a club/organization must be approved by the  school administration of ISA High School.  A “Field Trip Authorization” form is available in the main office and must be submitted to the Assistant Principal 2 weeks in advance of the field trip.  In addition a list of students requesting school lunch shall be submitted along with the “Field Trip Authorization” form.  A list of all students and  faculty participants must be submitted to the Attendance Office the day of departure, for proper attendance accounting and in case of an emergency.   The following S.F..U.S.D. field trip forms are available in the Main Office.  

Student Field Trip Form – a parent permission form to be used by each  student planning on attending a club/organization sponsored field trip off campus. The faculty advisor of the club/organization should collect these  forms and take the forms  with them on the field trip in case of an  emergency. These forms are to be used for those  club/organization sponsored field trip off-campus during regular school  hours, when classes will be missed. This form allows each teacher of the  student involved the opportunity to be notified in advance that the student  will be absent on the day of the trip. The faculty advisor of the  club/organization should collect these forms and check for teacher  permission. Alternatively, an excuse list may be used, upon prior approval  from the administration,

General Guideline For Club / Organization Sponsored Field Trips    

1. Advisors may not require a student to take a field trip and charge  him/her for the trip. 

2. An outside organization such as P.T.S.A., a service group, etc.,  may pay the costs for a club/organization sponsored field trip.  

3. Necessary applications should be obtained and completed as far in  advance of the field trip date as possible but no later than 2 weeks prior to field trip.  

4. Club/organization sponsored field trips must be approved by the  administration of ISA High School.  

5. Club/organization advisors should have their field trip information  placed on the Master Calendar by the GSB Historian for posting on the ISA glass window located on the second floor.
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Financial Policies and Procedures    

According to S.F.U.S.D. policy, all money collected and distributed by a  ISA High School club/organization must be managed through  student body trust accounts following established policies and procedures.    Each recognized club/organization will be given a trust account by the  GSB Advisor. All financial transactions for a club/organization should be handled  through this account.    According to S.F.U.S.D. policy, all activities involving the collection and  distribution of money by a club/organization must have prior approval of the  club/organization membership. Once the membership approval is obtained  and documented in club meeting minutes, the club/organization must request  approval from the ISA GSB using the “Fund Raising and Activity Application”. Products should not be purchased and activities should  be conducted prior to such approval.    The Club Commissioner is an appointed officer in G.S.B who assist the GSB Advisor and elected GSB Treasurer with the financial procedures for clubs/organizations.   All funds should be deposited each Friday  in the room next to Room 20 from 1-3 pm or delivered to the principal’s  office during the last period of the day to be put in the vault overnight. Money should not be  stored in the classroom or taken home.    The club/organization advisor is responsible for the accurate accounting and  record keeping of al financial transactions made through their trust account.  The following forms (which include detailed directions for their completion)  are available in the Main Office and with either the Club Commissioner, GSB Treasurer or the Club Commissioner.

The Athletic Director will cover all responsibilities of finance with their  staff/coaches at the start of each season, which would be three times a year  (fall, winter and spring). Each coach will be given a student handbook..












   8

                   Fund Raising and Activity Application Information 

The “Fund raising and Activity Application” f orm (see enclosure) must be submitted in to  GSB for approval at least two weeks prior to the requested  activity. A copy will be returned to the club/organization advisor showing  the action taken, and the original copy will be kept on file with GSB.  All  approved fund raising activities will be recorded on the Master Calendar by the Club Commissioner and GSB Historian.    

NOTE:  No club/organization/individual shall conduct any fund  raiser/activity, on or off campus, without Student Council approval.    If a club disregards this rule, 30% of their profits will be taken.   

 ISA “Activity Collection Report” (see enclosure) – Part I the Activity Collection Report and Part II the “Profit Loss Statement” for dances, sales and vending should be completed for each deposit  and submitted to the GSB Advisor in a sealed envelope.  Advisors should retain, for their club/organization records, a copy  of each 

deposit slip submitted. All money collected during a fundraiser  should be accounted for on a deposit slip and turned in to the GSB Advisor.  Fundraiser cash should not be used to reimburse for  purchases, or any other type of cash payment before turning into the  GSB.

Receipt of Deposit - for each deposit, the  club/organization trust account will be credited and a receipt returned to the  advisor. This receipt should be attached to the advisor’s copy of the  submitted deposit slip and retained for their future reference.     

ISA “Check Request” – must be submitted to the  GSB Advisor and:

1. Advisor must verify availability of funds with the accounting office on Fridays from 1-2 pm, BEFORE making purchases.

2. Original invoice or receipt (no photocopies) must be attached to request for payment.  Receipts must show name and address of vendor.  Receipts must be taped on 8 1/2” x 11” paper and attached to request. 

3. Form must be signed by advisor and club/organization representative BEFORE request is submitted.

NOTE:  On the back of the “Check Request Form, the club must show that their meeting minutes show that members were present, who the members were and approval of request for expenditure.
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      Monthly Account Statement  

These statements will be distributed to each  club/organization advisor showing the balance in their trust account as of the  date .

NOTE: the bank statement and financial books must be completed  before these statements are distributed. Check requests and deposits made in  the final days of the month may appear on the following month’s account  statement.

Financial Loan or Grant

Article X (GSB Bylaws) states that, “For any GSB approved club/organization to receive money in the form of a loan or grant, they must follow the procedure listed below:

1. Submit a written “Financial Loan / Grant Application”  (see enclosure) at least one week in advance to the GSB Executive Board listing why the money is needed, how the money is to be used, and how and when it is to be paid back.

2. At the executive board meeting, there must be a member of the club/organization present to discuss the proposal and anwer any questions brought up through discussion.

3. The proposal will be discussed at the first meeting with the club / organizational representative presnt.

4. A simple majority vote will be required for the approval of the loan and or grant.

5. The executive board will determine the reimbursement schedule (if applicable).
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Publicity    

POSTERS, BANNERS and FLYERS:  All club/organization posters for meetings, fundraisers and activities must be approved by the Publicity Commissioner or the GSB Advisor(s)  prior to hanging on campus. Once approved, posters maybe attached to only  non-painted surfaces such as glass windows and metal poles. Please use  masking tape. Tape on painted surfaces may damage the paint. All  clubs/organizations are responsible for taking down posters and tape  immediately following their activity.    

GLASS SHOWCASE:   A glass showcase located on the second floor across from Room 19, is assigned by the Publicity Commissioner or the GSB Advisor(s) according to the activities scheduled on the Showcase  

MASTER CALENDAR:   Special requests should be delivered to GSB. as soon as  possible. On the first day of reservation of the showcase to the  club/organization, a representative from the club/organization may come to  the GSB to pick up the key to the showcase that was assigned to them.  When the clubs/organizations use the showcase is completed, a  representative must clear the showcase and return the key to the GSB Advisor.    

BULLETIN NOTICES:  Bulletin notices for meetings and general student messages should be turned  into the GSB Advisor or the main office office on the enclosed bulletin forms. The deadline for bulletin notices is lunch on  Friday  for inclusion in the following Monday’s weekly bulletin.  Advisors must approve all bulletin notices. 
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                      Responsibilities of the Club/Organization Advisor     

The club/organization structure should be as simple as possible to provide  flexibility yet sufficiently firm to provide for efficient and orderly  management. The advisor should lend guidance to the club/organization to  assure the existence of such a structure. This structure should be outlined in  the Club/organization Charter.    School club/organization meetings and activities are an extension of the  Student Activities Program. All school regulations of behavior should be  followed.    The advisor should be familiar with the ISA Governing Student Body (GSB) By-laws, this Student Activities Handbook  and their Club/Organization Charter.    The advisor is responsible for the membership development of a current  Club/Organization Charter and should see to it that the club/organization  operates within its framework. This Charter should be submitted to the  Student Council by October each school year, with a list of current officers  and membership.    The advisor is responsible for the club/organization activities and  fundraisers. The advisor should ...    

1. Oversee the planning of the activities/fund raisers.  

2. Encourage and direct participation in one project that will benefit  ISA High School and one project that will benefit the local  community.  

3. Help members understand and follow established student activity  policies and procedures found in this handbook.  

4. Help members develop skills of leadership, responsibility and  service.  

5. Be responsible for the accurate accounting and record keeping of  all financial transactions. All financial transactions should be made  through their club/organization trust account, on the appropriate  forms.  

6.  Clear all dates for meetings, fundraisers and activities with Master  Calendars posted in the glass case on the second floor.

7.Check all posters, fliers, bulletin notices, showcase displays, etc.,  for good taste, accuracy and spelling.  

8.  Be sure that all outside speakers/guests are cleared through the  principal’s office. 9.  Be aware of and follow administrative, District and state policies  governing student activities.
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ISA GSB

Application For Use Of Facilities
________Auditorium/Cafeteria

________Room
_________Other

Requested performance or meeting date _____________________________

Hours ________________  

Requested rehearsal dates ______
______
_______
_______


Requested rehearsal times ______
______
_______
_______

Purpose ______________________________________________________

Type of Activity _______________________________________________

Special Equipment Needed _______________________________________

Special Lighting _____________Sound Equipment ____________ 

Stage Sets _________ Special Operators Needed ______________________

Stage Crew ________ Light Operator ________ Sound Operator _________

Organization using facilities ______________________________________

Person In Charge: _____________________________

Phone:___________________ Address _____________________________

--------------------------------------------------------------------------------------------

Use this space for special arrangements on stage (props, seating, etc)

----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

OFFICE/GSB USE ONLY

Dates reserved ______Confirmation Sent_____Approved By ____________

Custodian __________ Director of Stage and Sound ____________

Applicant _________________
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ISAGSB

FUND RAISING AND ACTIVITY APPLICATION

Fill Both Sides If your Event Involves Tickets/Tournaments


Complete the following form for all club/organization fund raisers and activities and submit IN DUPLICATE to the Governing Student Body (GSB) at least 2 WEEKS PRIOR to the desired event.


Please remember, fund raising items should not be ordered/purchased until after approval by GSB.  District Policy states that…

No club/organization / individual shall conduct any fund raiser / activity on or off campus, without prior approval from GSB.

Club/Organization/Group:  _________________________________________________

Application Date: _________________________________________________________

Club/Organization Advisor _________________________________________________

Type of fund raiser/activity: _________________________________________________

Date(s) of fund raiser/activity:



On / Form ________________________to _________________________

What is the purpose of this fund raiser / activity? ________________________________________________________________________------------------------------------------------------------------------------------------------------------

Mechanics of fund raiser /activity:


Where will it take place? _____________________________________________


What time will it take place? __________________________________________


What will it cost to the students per item? ________________________________


How much do you plan on selling? _____________________________________


(ISA will expect a 100% plus return on the profit)


Will you need a money box? __________________________________________


Will you need change? ______________ If yes, what kind? _________________

Advisor’s Signature _______________________________

Athletic Director’s Signature _______________________________





  (review athletic budget for sport)

Club/Organization/Group President’s Signature ____________________________

Please note:  All money collected and distributed by any campus group for fund raising and activities are subject to ISA procedures in accordance with district policy.  Current “Deposit Slip” and “Check Request” forms may be obtained from GSB Treasurer, Club Commissioner, GSB Advisor or Main Office.  


ISA GSB

LOAN / GRANT REQUEST APPLICATION

Complete the following form for all club/organization loan and or grant requests and submit IN DUPLICATE to the Governing Student Body (GSB) at least 1 WEEK PRIOR to a scheduled GSB Executive Meeting (first Thursday of each month). 

Club/Organization:  _______________________________________________________

Application Date: _________________________________________________________

Club/Organization Advisor _________________________________________________

Club/Organization President: ________________________________________________

Club/Organization Representative to be present at Executive Board Meeting

Name of Representative ____________Date of Meeting 11/5, 12/2, 1/6, 2/3, 3,3, 4/7 /5/5

Type of request:   Grant ____

Loan _____

Amount requested: __________

What is the purpose for this request? ________________________________________________________________________

If a loan request is approved: when will your Club/Organization pay the requested funds back?

NOTE:  If Club/Organization fails to pay back funds by the date agreed below, an additional 10% of total given to club/organization will be assessed and 10% each month late thereafter until paid off.  No other approved fund raisers will be approved until loan is paid back.

Loan to be paid back on _______________ (month, day, year)

If a grant request is approved, what service by your club/organization will be rendered ifor receiving grant:

------------------------------------------------------------------------------------------------------------

Once approved, return with signatures below by ______________ (month, day, year)

You may pick up your grant/loan on __________ (month, day, year)

Athletic Director’s Signature if applicable _________________________________

Club/Organization/Group President’s Signature ____________________________

Club/Organization Advisor’s Signature ___________________________________

Executive Board Member Signature (President) _____________________________


ISAGSB BULLETIN FORM

COMPLETE AND RETURN THIS FORM TO THE MAIN OFFICE BY FRIDAY AT LUNCH.  YOUR  STUDENT MESSAGE OR CLUB MEETING MESSAGE WILL APPEAR IN THE FOLLOWING MONDAY’S WEEKLY BULLETIN.

PLEASE NOTE:   IF YOUR MESSAGE IS TO RUN MORE THAN ONE WEEK, SUBMIT SEPARATE FORMS FOR EACH WEEK.  THIS SHOULD HELP PREVENT OMISSIONS.












THANK YOU

________________________________________________________________________

GENERAL STUDENT MESSAGE

Message Title: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This message should appear in the bulletin for ________________________________








         (date of the week)

Advisor’s ignature _______________________________________________________

________________________________________________________________________

CLUB/ORGANIZATION MEETING MESSAGE

Club /Organization Name _________________________________________________

Meeting Day _______________________
Meeting Date ________________________

Meeting Place ______________________
Meeting Time _______________________

Meeting Purpose: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

This message should appear in the bulletin for ________________________________








          (date of the week)

Advisor’s  Signature ________________________ Club Rep ____________________
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Date ______________________


GSB Approval ______________


GSB Disapproval ____________


Comments_____________________________________________





Date ______________________


GSB Approval ______________


GSB Disapproval ____________


Comments_____________________________________________








