[image: image1.png]- R

N 2



Dakar Academy

B.P. 3189

69 Route des Maristes

Dakar, Senegal, West Africa

School Office: Ph. (221) 832-0682

FAX. (221) 832-1721

Supporting Missions and Agencies

Assemblies of God ( Conservative Baptist International ( United World Mission ( Southern Baptist Convention
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Activity Sponsor 

Guidelines & Procedures
Our Mission

To provide quality primary and secondary education for missionary children, and other children as space permits, from an evangelical Christian perspective, utilizing curriculum compatible with American school systems, and also provide boarding for missionary children.

Revised August 2008

DAKAR ACADEMY

Club/Activity Sponsor Guide
The following is information for sponsors at Dakar Academy.  Please read through carefully and contact the administration or business office with questions.

CLASS/CLUB SPONSOR RESPONSIBILITIES
A sponsor is defined as ANY employee of Dakar Academy (FACULTY).  This includes administrative staff, teachers, or dorm parents.  Parents or community members assisting with clubs are simply volunteers.  Ultimate responsibility for the activities/actions of the club lie with the DA Faculty.
1.
The sponsor shall be responsible for initiating and scheduling all club activities in accordance with Dakar Academy guidelines.

2.
The sponsor shall oversee ALL activities of the club.

3.
The sponsor shall attend ALL club activities.  The sponsors should arrange for substitutes if unable to attend club functions.  Sponsors are
to be present at ALL club activities from the beginning of the activity until it is completed, including all clean up responsibilities.
4.
The sponsor shall complete ALL official paperwork (letters, reports, weekly calendar, field trip permission, parent permission forms, etc.) on behalf of the club.

5.
The sponsor shall act as a liaison between the club and Dakar Academy.

6.
The sponsor shall help develop responsible actions and decisions on the part of the students.

7.
The sponsor shall report any problematic club activities to the director or the assistant director.

8.
The sponsor should see that the student conduct code is upheld including dress code and public display of affection.

9.
Sponsors must remember that regardless of the event or fundraiser, they are responsible for the care and well being of the students.

NOTES:

CONTACTS:

PHONE NUMBERS:

DA SCHEDULE OF EVENTS

September                          Sophomore Class Movie Night

October

            Senior/Junior Lock-in (Student Senate)

October
                          Middle School Lock-in (MS Senate)

October

            International Awareness Week

October
                           Harvest Festival (Senior Class)

October 

            Soph/Fresh. Class Lock-in (Student Senate)

November 

Fall Play

November

Freshman Class Movie Night

November

Turkey Bowl (Juniors)

November 

Outreach Event

December 

Elementary Christmas Program

December 

MS/HS Christmas Concert

January    

Outreach Event

January   

Spiritual Emphasis Week

January    

Elementary Camp

February 

DA Olympics (Seniors)
February 

Valentine’s Grams (Juniors)

February 

W.A.I.S.T.
February 

Senior Café

March     

S.I.P.S.

March 

              Junior Class Carnival

April 


Student Senate Movie Night

April     

              HS Youth Group Retreat

April       

MS Youth Group Retreat

May 

              Spring Musical

May         

Senior Sneak

May 


MS Fine Arts Festival

May 


HS Fine Arts Festival

May 


DA Athletic Banquet

May 


Junior-Senior Banquet


June 


Senior Reception

June 


All School Awards Ceremony

June 


Graduation

10.
Sponsors should impose a curfew approved by administration on ALL overnight trips.  Any special deviation/extension of this will require the sponsors to accompany the students and approval of the administration.
11.
Sponsors are expected to know and abide by the conduct codes for both teachers and students as set forth by the Dakar Academy Board of Education.

HELPFUL HINTS FOR CLASS/CLUB SPONSORS

Most important is to remember that as a sponsor, you are there to guide the class in the decision-making process.  You are not there to make the decisions or to tell them what to do, but to help them achieve what they choose to do.  Provide “wise” advice that will steer them in the appropriate direction.

1.
Schedule a class meeting to elect officers as soon as possible after school starts if they were not already elected in the spring.

2.
Make sure the whole class understands how important it is to elect the proper people for the jobs.  This is not the time to go with popularity 

alone.  This is so very important in the senior/junior year as there is so much going on.

3.
Make sure the officers themselves know what is expected of them before they accept the position.

4.
It is very helpful to meet with your officers prior to a meeting so they can make up their agenda and discuss how they will handle the meetings.  As a sponsor, this is your time to guide them and remind them of decisions that need to be made.  This should be done a couple of days before the class meetings.  

5.
All items of importance such as Junior/Senior Banquet, Senior Sneak, fundraising, etc., are always discussed by the class, voted on by the class, and done by the class.  The class as a whole makes the final decisions, not the sponsor, or just the class officers.  Committee members and officers do most of the legwork, and do have a certain amount of final say of final details, but many of their decisions must be voted on by the class.  Only those going on the trip make the Senior Sneak decisions.

6.
Even though it is technically the students who run the class, as a 

sponsor, there are a number of things that you are responsible for, such

as filing school forms, arranging for purchase of supplies, etc., but


remember to try and not run the whole show.  This is their time to shine!

GUIDELINES FOR STUDENT PROJECTS AND ACTIVITIES

1.
All school sponsored activities are to be planned by the class or organization that has permission to hold the event.  All activities are to be coordinated through the director or assistant director.  Plans, schedules and requests are to be submitted in writing to the above person(s) for approval. 

2.
Student groups taking overnight field trips must provide a written description of the trip including all finance, lodging, and meal specifics.  The sponsors will be required to provide a written report at the conclusion of the trip.  A sponsor to student ratio of 1:10 will be maintained for high/middle school and a ratio of 1:6 for elementary students.

HANDLING OF FUNDS

1.
The School Board recognizes that fund raising may, on occasion, serve legitimate goals.  However, the raising of funds to support class and organizational activities (or for charity) is not the primary purpose of the educational system and should not be permitted to distract from the student’s education (this includes early release from classes).

2.
All fund raising activities carried out by classes, clubs and other school-sponsored organizations, must have the advanced approval of the director or the assistant director.  Don’t assume that just because an activity was previously completed that it is once again approved!
3.
All sponsors and class treasurers who handle money for any purpose must deposit all funds in the business office on a daily basis.
4.
All sponsors and class treasurers are to keep accurate record books on all finances including receipts and expenditures.  The financial manager will audit these records on a yearly basis.

5.
On all monies earned by junior/senior class, a 10% tithe will be given to a ministry or outreach organization of the class’s choice.

6.
Purchases by organizations or classes can be made only upon approval from the director or assistant director in conjunction with the business manager.
Other Groups- Should the need arise; there may be other groups in the school that would desire a fundraising activity.  Such groups may include but not be limited to Fellowship of Christian Athletes, sports teams, drama department, or the youth groups.  Such funds might be needed for extra equipment, uniforms, supplies, etc.  The plans for such as project must be submitted, in advance, to the Director or Assistant Director for approval.  Such plans would need to clearly define the scope of the fundraising activity, as well as the intended use of the raised funds.  It is recommended that there not be more than one fundraising activity per group per year.  The directors reserve the right to limit or refuse these activities.
SOCIAL EVENT “VACUUM”


In the past the many fundraising activities at Dakar Academy have filled a real need for fun, social activities for students, of which there is a great lack.  If the above recommendations are implemented, it is possible that there may be a felt “vacuum” of activities by the students.  To help counteract this, it is suggested that the Student Senate attempt to organize at least two strictly “fun” activities in the community per semester.  Some suggested might include a movie night where everyone brings their own 
goodies, an evening of capture the flag on campus, a bonfire and wienie 
roast, etc.  Administration also recommends that Student Senate secure a minimum of 2 weekends per semester whereby no group may schedule any activity.

The two sets of class officers will meet together to choose their favorites.  The seniors will have the right to make the first selection.  Then the juniors will follow with their first selection.  Then the seniors will make their second choice, etc., until all eight fundraising activities have been chosen.  The school calendar dates for these activities must be set, with the Director’s approval, no later than September 30 of the school year.
Sophomore/Freshman Classes- Beginning 2008, sophomore and freshman classes will begin participating in fundraising.  Each class will be given one fundraising activity during the 2008 school year and two activities for each successive year.  Money earned from all fundraising activities is to be applied to JSB and the classes Senior activity.  The plans for such a project must be submitted, in advance, to the director or assistant director for approval.  Such plans would need to clearly define the scope of the fundraising activities, include the name(s) of teacher or parent sponsors.
Fundraising Among Other Groups
Parent-Teacher Organization (PTO)- From time to time the PTO may 
desire or see the need to organize a fundraising activity to purchase a needed item for the school.  The plans for such a project must be submitted, in advance, to the director/assistant director for approval.  Such plans would need to clearly define the scope of the fundraising activity, as well as the intended use of the raised funds.  The director/assistant director would reserve the right to limit or refuse these activities.
School Cantina (Lighthouse)- The Student Senate in conjunction with the school administration and at least one teacher or parent sponsor will be responsible for the management and daily operations of the Cantina.  The purpose of the funds raised by the cantina will be for a mission trip and/or other type of outreach project.  The Senate, in conjunction with their advisors named above, will decide what type of project or trip they would like to organize.  This planning should be completed no later than October 31 of each school year, so that the goals are clearly known for this activity.  The daily operation of the Lighthouse will need to be carefully organized.  

7.
The senior class will be allowed to hold two fundraising activities per semester, not more than four per year.  All funds raised will go toward expenses related to the Senior Sneak, mission trip, or other approved activity.
8.
The junior class will be allowed to hold two fundraising activities per semester, not more than four per year.  All funds raised will go toward expenses related to the Junior/Senior Banquet.
9. 
Other than the 2 major events assigned to the classes, classes may only have two days per semester for minor fund raisers such as selling pop at a sporting event.. 
10.
The sophomore class will be provided with one or two fundraising activities per year to be applied toward future activities.

11.
The freshman class will be provided with one or two fundraising activity per year to be applied toward future activities.

12.
Students will begin raising money their freshman year.  These funds will follow (roll over) the class to be used for JSB and their Senior year projects.

12.
The Middle School or High School Student Senates may fundraise with permission from the director or assistant director.
MEETINGS

Class meetings can be arranged during lunch or after school any day there are not conflicting meetings scheduled.  When the school is on a Chapel Schedule, no meetings may take place at lunch time.
DISCIPLINE

1. 
A sponsor has the authority and responsibility to make discipline decisions during any class or activity function.

2.
If a student is causing trouble during a meeting, that student may asked to leave the meeting or be sent to the office.

3. 
During functions outside of school, the sponsor has a right to request a student to leave an activity if the student is being disruptive.  The sponsor, in conjunction with the director or the assistant director, may also prohibit a student from participating in an activity.

4.
All discipline problems should be reported to the director or assistant director
GUIDELINES FOR THE STRUCTURING OF FUNDRAISING

Fundraising can be a character building, enjoyable experience for students as they learn to plan, organize themselves, and work together toward a common goal.  Fundraising can also achieve the obvious end of raising monies for a worthy goal or project.  If not kept in check, though, fundraising can get out of hand, taxing the time of students and families, cluttering the school calendar, causing strife between classes, and even interfering with the studies of students.  In the interest of alleviating some of these above problems, a committee appointed by the Director of Dakar Academy, has created the following guidelines.

Fundraising Schedules and Philosophy
	Fundraising Year 1 (2008-09)

	Seniors
	Juniors
	Sophomores
	Freshman

	Harvest Festival
	Turkey Bowl
	Movie Night
	Movie Night

	DA Olympics
	Junior Carnival
	
	

	Senior Café
	Valentine’s Grams
	
	


	Fundraising Schedule (2009-?)

	Seniors
	Juniors
	Sophomores
	Freshman

	Harvest Festival
	Turkey Bowl
	Movie Night
	Movie Night

	Senior Café
	Junior Carnival
	DA Olympics
	Valentine’s Grams


Students will begin raising funds in their Freshman year.  All funds raised by a class will follow the class (roll over) to the next year allowing funds to accumulate for the class.  These funds will then be used to pay for expenses related to JSB and their Senior Sneak or other approved project.

All accounts and funds are to be handled by the Dakar Academy Business Office unless the director approves other arrangements.  These monies are to be handed in and the cash tithe set aside within six days following a fundraising event.  Petty cash of 50,000 CFA plus all denominations of 1,000 and 500 CFA may remain with the class treasurer or advisor for the next event.  In addition to the funds raised by the students themselves, the
school will budget up to $100.00 per student (Seniors - for each event) to help defray the rest of the cost of the Senior Sneak and JSB.  This activity fund will be made available to complete the cost after the students have completed all fundraising activities.

To introduce a measure of accountability among the entire senior/junior class, the class sponsors will come up with an “assignment sheet” of activities and jobs to be filled for each fundraising activity.  Each student will then sign up for a position.  The sponsors will keep track of which students fulfilled their obligations.  Immediately after each fundraising event, the sponsors will inform the class of any students who did not fulfill their part of the activity.  The immediacy will allow for misunderstandings to be quickly and easily cleared up before too much time has passed and the memories become fuzzy.  This student will then not receive “credit” for helping the class, thus his/her “account” toward the future events.  The sponsors will attempt to take into account illness and other extenuating circumstances in making such judgment calls.  The sponsors will be the final word on this issue.  Those students, who have not participated in a class fundraising activity and forfeited all or part of their “account”, may pay this money in cash at the end of the year in order to attend the Senior Sneak or Junior-Senior Banquet.  The issue of accountability is an important Christian principle that should not be ignored.
Any new student coming in during the year will be expected to participate in any upcoming fundraising events, but he will not be penalized for missing any previous events and will not be required to pay any money in cash for those missed events.

If a student decides at the end of the year that he does not want to attend the activities after all, the student is not entitled to any of the class monies that were raised, either with or without his help.  The monies raised are property of Dakar Academy and is to be used for the goals previously stated.  These funds are not individual monies.

The annual selection of which fundraising activities the senior class will pursue is to be carried out, in conjunction with the junior class and both sets of class advisors, in the spring of the previous year, no later than May 1.  
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