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STUDENT ACTIVITIES GENERAL PROCEDURES 

PURPOSE: 

This bulletin outlines the general procedures for student activities. The responsibilities of the 
Principal and Sponsors are outlined here along with the purpose of the Activity Approval Form 
(AAF). 

STUDENT ACTIVITIES GENERAL PROCEDURES 

I. RESPONSIBILITIES

A. PRINCIPAL

State Board Rules and School Board Policy 3410 require ALL financial transactions
related to student activities be recorded in the Internal Funds of the school. This is
described specifically as, “all monies collected or disbursed by school personnel or by
students within a school, in connection with the school program, for the benefit of that
school, a class, club, department, employee [sunshine/faculty accounts/ staff
appreciation], or student, shall be recorded in the school's internal funds.”

Board Policy 6206 requires the approval of the Principal for any solicitation of funds
from the public (including candy sales).  Additionally, the Principal of the school has the
overall responsibility for vetting and approving all activity organizations, the assignment
of sponsors, and the control of all activities in accordance with State Regulations and
School Board Policy 5201.
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B. ORGANIZATION SPONSOR 

Each student club or activity is required to have a Principal approved employee 
SPONSOR, who will be responsible for: 
 

i. Training and supervising the students in the conduct of their activities. 
 

ii. Ensuring all monies and records related to the activities are properly 
controlled, receipted, and deposited in the internal funds. 
 

iii. Preparing any required financial reports. To facilitate this, a separate account 
may be established for the activity. The sponsor, in collaboration with the 
bookkeeper or budget support specialist, will designate transactions to be 
recorded in the organization's accounts. 

Teachers or sponsors are required to deliver the funds directly to the bookkeeper or budget 
support specialist.  
 

II. ACTIVITY APPROVAL FORM 
 
Policy 6206 requires prior approval of the principal, or their designee, before any activity 
or event takes place. This prior approval must be documented on the appropriate version 
of the Activity Approval Form (AAF) (Exhibit 1) signed by both the Bookkeeper and the 
Principal, or their designee’s, signature. This form should be completed for all special 
activities (e.g., dances, celebrity ball games), fundraising activities (e.g., car washes) 
and merchandise sales (e.g., concessions, candy, magazines). 

 
III. PROCESS UPDATES: 

 
The Business Support Center is responsible for updating this Standard Practice 
Bulletin as needed. 

 
For further questions or resources with this bulletin, please contact Business 
Support Center at 754-321-0630. 
  

Revision History:     
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