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SYSTEMATIC OPERATION OF  
STUDENT ORGANIZATION 



BACKGROUND 
•  Oversees and facilitates student 

organizations 

•  Consistency and efficiency 

•  Helps both sponsors and students prepare 
for the next 4 years 

•  Handbook 

•  sponsors review, propose changes and 
up keeping as needed 

 



ORGANIZATION LIAISON 
•  Conduct sponsors monthly meeting 

•  Arrange locations for organization meetings 

•  Ensure that the procedure and timeline are followed through 

•  Observe and assist with organization meetings 

•  Coordinate the voting procedure for special recognition (ex. Homecoming court) 

•  Assist with organizations’ booth at Registration Day 

•  Review letters and flyers 

•  Revise the handbook annually 



ORGANIZATIONS 



ORGANIZATIONS 
•  Special Organizations 

•  promoting mutual respect for all cultures 

•  pursuing community service opportunities 

•  coordinating educational events including leadership retreat, motivational guest 
speaker, special events, and workshop/training 

•  obtain financial support from Student Development 

•  may have fundraisers for off-campus events (ex. conference) 

•  Classes 



SPONSORS’ GENERAL RESPONSIBILITIES 
•  Conduct monthly organization meeting 
•  Ensure that the meeting protocol is being followed 
•  Monitor organization fund 
•  Upload meeting minutes onto the Google Drive and 

share with the Organization Liaison 
•  Complete any request forms 
•  Attend monthly sponsor meetings 
•  Attend and support annual leadership retreat 
•  Communicate with parents  
•  Set up an information sharing booth at the Registration 

Day 
•  Attend sponsor training 



STUDENT OFFICERS 
•  Spring election 

•  Officer contract 

•  Required to attend leadership retreat 



MEETING PROTOCOL AND MINUTES 



CLASS DUES 
•  $25 annually 

•  Officers must pay before retreat or they will be removed from their position. 

•  Seniors must pay 4 years class dues in full by January in order to be egilible for Senior 
Trip. 

•  Class due chart 

•  Use voting card (optional) 



PROCEDURE OF COMMUNICATION 
•  To maintain the effective and efficient communication, the below list of request/activity 

ensures that the information goes to correct people. 



LETTERS 
•  All sponsors are required to send parents a letter explaining what will happen in their 

class or organization during the upcoming year. 



FUNDRAISER PROCEDURE 
•  Each organization is limited to 5 fundraising 

activities per year. 

•  Homecoming Booth 

•  Party of the month 

•  A limit of TWO selling items 

•  One car wash  

•  Must fill out Fundraiser Request form. 

 



PARTY 

•  Organization must show the draft of party flyer to the Organization Liaison and get 
approval before posting.  All flyers must be stamped with a removal date. 



CLASS CHECKLIST 



8TH GRADE CLASS ORIENTATION 
•  In spring, the Organization Liaison, along with Jr. NAD president and vice-president will 

provide orientation to 8th grade class. 

•  They will also guide them in determining the following: 

•  Class Color 

•  Class Mascot 

•  Class T-shirts 

•  Class Officers 

•  Class Sponsors  



LEADERSHIP RETREAT 
•  Provided by the Jr. NAD 

•  Purpose:  

•  to provide coalition among students of different organizations 

•  to ensure that all students receive basic understanding of their roles and responsibilities 

•  All officers and sponsors are required to attend the retreat. 

•  Retreat will include, but not limited to: 

•  team building activities 

•  parliamentary procedure/mock meeting 

•  officers’ roles and responsibilities 

•  leadership skills 

•  communication skills 
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HOMECOMING SPIRIT WEEK 
•  Jr. NAD hosts Spirit Week. 

•  Sophomore host Homecoming Dance. 

•  Jr. NAD representative from each class meet to review daily schedule then share with 
their classes (expectations, game rules, theme, etc.) 

•  TOSS (teamwork, organization, spirit, & sportsmanship) is used for competitions 



QUESTIONS? 


