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Equal Education and Employment Opportunities M/F/D

Student Organizations

All students must have the opportunity to join and participate in the activities of the student organization connected to or associated with the program in which they are enrolled.  Recognized as an integral part of the career and technical education program, career and technical student organizations provide a unique program of career and leadership development, motivation and recognition exclusively for secondary and postsecondary students enrolled in technical education programs.  The career and technical student organization is a powerful instructional tool that is integrated into the curriculum and classroom by technical educators who are committed to the development of the total person.  

The Office of Career and Technical Education recognizes the educational programs and philosophies embraced by the following career and technical student organizations as being an integral part of career and technical education instructional programs:

DECA – An Association for Marketing Students

Future Business Leaders of America (FBLA)

Future Farmers of America (FFA)

Health Occupations Students of America (HOSA)

SkillsUSA
Organizations administered by the Office of Career and Technical Education are: HOSA for students in health related fields and SkillsUSA-VICA for students in industrial technology programs.  

Teachers and administrators advise and assist student organizations as they strive to improve the quality and relevance of instruction.  Kentucky TECH’s framework for total student development should include training in leadership and professionalism, employability and work ethics, community service and civic responsibility.  These together with competitive events and industry-validated curriculum provide graduates with a strong foundation for employability, re-employability, and positive citizenship. The career and technical student organization should constantly support each program in addressing employers’ demands that our graduates be fully functional in a globally competitive, team-managed work environment.  Membership, while voluntary, shall be made available and recommended to each student as soon after enrollment as possible.

All student organizations and student organization activities shall be open to all students regardless of race, color, national origin, sex, religion, marital status, or disability.  Age guidelines are set by national career and technical student organization constitutions and by-laws.
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Advisor Out of State Travel for Student Organization Activities

School advisors serving as official chaperones to out-of-state national student organization meetings shall be selected using criteria established by the respective student organizations and published in their constitutions, by-laws, or published guidelines.   Advisors shall stay within budget limitations.  Special room, meal and travel rates are negotiated for the national meetings.  The budget is generally based on actual costs not to exceed per diem and/or travel limitations.  Budget restraints require that the following guidelines for chaperones shall be followed for national student organization meetings:

	1 – 8 students
	1 Chaperone

	9 – 16 students
	2 Chaperones

	17 – 24 students
	3 Chaperones

	25 – 32 students
	4 Chaperones


NOTE:  The number of chaperones shall not exceed 8 to 1 ratio.  Consideration shall be given to the number of students of each gender in assigning the number of chaperones to attend the meeting(s).  

Requests for travel must shall the approval of the school principal, appropriate state career and technical student organization director, and the Office of Career and Technical Education and shall be approved in the following priority:

(1) Advisors qualified to be “official advisors” according to the guidelines of each student organization;

(2) State career and technical student organization directors;

(3) Advisors attending to fulfill official state career and technical student organization obligations on national planning, coordinating, and contest committees; and

(4) Corporate officers, persons receiving national recognition or honors, and those with other national obligations
A list of official representatives and chaperones for national conferences and state/national officer training activities shall be compiled by the state career and technical student organization director and sent to the appropriate administrators.

Processing out-of-state travel requests:

· All out-of-state travel on official work time, with or without reimbursement of expenses, must first be reviewed by the supervisor.  

· The supervisor shall initial the official out-of-state travel request form in the upper right hand corner acknowledging the request prior to submitting for approval. 

· If approved by the supervisor, the request shall be forwarded to the state director and then submitted to the Deputy Executive Director for the Office of Career and Technical Education for approval.  

· Out-of-state travel requests must be submitted at least six (6) weeks prior to the actual travel time.  

· Out-of-state travel requests shall follow the most current guidelines established for processing.
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Supervision and Travel of Students

1. Local advisors shall be responsible for supervising students attending and participating in student organization events and activities.  
2. KRS 151B.025 (http://www.lrc.ky.gov/krs/151B00/020.PDF )


KRS 160.160   (http://162.114.4.13/KRS/160-00/160.PDF    


http://www.hardin.k12.ky.us/supt/policy/1_11.pdf and

KRS 160.290 (http://www.lrc.ky.gov/KRS/160-00/290.PDF )

  When traveling, students shall be accompanied by the local advisor who is an official chaperone and/or a member of the school faculty.  Other school faculty or administrative staff may be utilized when the advisor is unable to travel or the size of the group warrants a second chaperone.  
KRS161.180     (http://www.lrc.state.ky.us/KRS/161-00/180.PDF ) 
KRS 161.185   (http://www.lrc.state.ky.us/KRS/161-00/185.PDF ) 
Districts may share an official chaperone but must submit CTSO 
Advisor/Chaperone Consent Agreement.  
3. Under the direction and supervision of local advisors, adult volunteers who have been approved by the district may assist with supervisory responsibilities.  Adult volunteers shall be at least twenty-one (21) years of age, shall not be a violent offender or convicted of a sex crime and shall submit to a criminal record check.  KRS 161.148  http://www.lrc.state.ky.us/Statrev/ACTS2001/0060.pdf  (Understanding Criminal Records History Information).

4. When traveling out of the local community, each student shall sign a medical release/parent permission form.  The local adviser shall bring these forms to each student activity and submit in accordance to each association’s guidelines.

5. When traveling to student organization events, including overnight trips, male and female chaperones are recommended when the group includes both genders.

6. Districts sharing an official chaperone shall use the CTSO Advisor/Chaperone Consent Agreement.
7. A ratio of one chaperone for each eight students is recommended.

8. Students shall be transported to student organization events and activities in accordance with state and local policies.   KRS 158.110 http://www.lrc.state.ky.us/KRS/158-00/110.PDF 702 KAR 5:130.  A vehicle driver who is transporting students shall be a school employee or a person contracted by the school district or state agency. 702 KAR 5:080.   
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Compensatory Time for Chaperones

Estimated compensatory time for each state or national student organization activity will be approved by the Executive Director’s office and distributed to principals and advisors in a memo at the beginning of the school year.  

· The estimated compensatory time shall be based on previous years’ schedules and does not include travel time.  

· Travel time to and from the meeting site outside the regular work schedule is approvable for compensatory time.  

· Official agendas shall be distributed to advisers prior to each event.  

· Principals shall review the agenda with the adviser to determine the final compensatory time.  

· An agenda of the CTSO activity shall be attached to the Application for Comp/Overtime Form.

· Compensatory time for all student organization activities shall be pre-approved by the immediate supervisor and shall be used by June 15 of the year in which it was earned.  Any exceptions to this policy shall be reviewed by the supervisor and approved by the Executive Director or Deputy Executive Director for the Office of Career and Technical Education.
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Extended Employment for Student Organizations

Requests for extended employment for state career and technical education student organization officer training and national conferences shall be submitted for approval on the Request for Extended Employment form.  Approval shall be granted, by the Supervisor or Deputy Executive Director, Office of Career and Technical Education, based on established guidelines.
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Financial Management of Student Organizations

All financial management of student organizations’ local chapters shall be in accordance with established policies and procedures.
The financial management of the state association will follow these guidelines.

· Each person handling funds for the organization shall be bonded or otherwise protected for the total amount in the account at any one time.

· An organized record keeping system shall be current and available for review and audit upon request.

· All student organizations shall have a budget that is approved by its governing body prior to any expenditure for that fiscal year.

· All expenditures and requests for payment shall be prior approved by the organization’s executive council, director, or designee.

· A minimum of two state or organization staff signatures shall be required for each disbursement of funds.  An authorization signature on vouchers and one or more signatures on checks shall suffice.

· A report of financial activity shall be prepared quarterly.

· A report of financial activity shall also be prepared covering the entire fiscal year.

· A CPA, financial agent, or financial auditing group approved by the organization’s governing body shall audit each student organization yearly.

· Each student organization shall complete the necessary state and federal tax forms as required by law.

· Financial records and audit reports shall be kept for five years.

Return to Table of Contents
Fundraising

Fundraising activities shall be requested in the program of work and approved by the school principal before actual fundraising activities can occur.  Fundraising activities should be scheduled outside of the regular school day to avoid any loss of instructional time.  Local Board policies concerning fundraising shall be followed.

Funding for student organizations comes from dues, business donations, fundraising activities and funds generated from vending machines.  Funds from vending machines are shall be used to supplement student organization budgets and shall be deposited in the name of the student organization and managed according to procedure.
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Student Organizations Guidelines

· The State Advisor/Director has final authority to override any decisions of the Executive Councils that do not comply with the philosophies of the Office of Career and Technical Education.

· Career and Technical Student Organization state conferences are shall be for the purpose of student professional development and professionally judged competition in career/technical skills and leadership ability.  These activities are co-curricular but shall require no more than three (3) school days to complete.

· Leadership development activities offered at the state or regional level for local officers are co-curricular but shall not require more than two (2) days per year.

· State officer training systems vary with each student organization.  State career and technical student organization officers are often called upon to deliver training and professional development to others.  The school advisor shall work closely with the officers to develop responsible and prudent time management skills.  As ambassadors for leadership, officers are expected to be exemplary students first and foremost.

· Advisor training is an integral part of the career and technical student organization year.  Administrators shall work with instructors to create a professional development plan that includes training in delivery of leadership development through a recognized career and technical student organization.

· Members attending a student organization activity shall be adequately chaperoned by a designated and approved advisor.  A chaperon to student ratio shall be no more than eight (8) students to one (1) advisor.

· Secondary student participation in regional, state, and/or national career and technical student organization activities, while co-curricular, shall be subject to local board(s) policies and regulations.

· All conferences shall be evaluated to ensure accessibility.  It shall be the responsibility of all registered participants with disabilities to request reasonable accommodations.  The accommodations needed for registered participants and/or staff including, but not limited to deaf interpreters and special equipment shall be the responsibility of the school that submitted their registration.

· Student organizations shall submit an annual program of work outlining plans and activities for the school year to the school principal for approval.

· Teacher(s) and students shall be made aware of all monetary transactions within the student organization through the proper maintenance of financial records.

· An organized record keeping system shall be available for review and audit upon request.

· A separate bank account in the name of the student organization shall be established with the requirement of two (2) signatures on each check or financial document.  The two signatures shall not be the principal or school secretary.


Return to Table of Contents
Membership
1.

· When joining a student organization, students must first join and pay dues to the primary CTSO.  Students in Information Technology, Culinary and Pubic Services programs have more than one option when choosing a primary CTSO.  See chart below.

· After joining and paying dues to the primary CTSO, students may choose to join, pay dues to and participate in competition in another CTSO.

	PRIMARY CTSO
	PROGRAMS

	DECA        http://www.kydeca.org/ 
	Marketing

	FBLA         www.kyfbla.org
	Business and Information Technology

	FCCLA      www.kyfccla.org   
	Human Services, Family and Consumer Sciences and Culinary

	FFA           www.kyffa.org 
	Agriculture

	HOSA    http://www.kytech.ky.gov/HOSA%20Kentucky%20Page.htm 
	Health Sciences, Biomedical Sciences and Public Services

	SKILLSUSA
http://www.kytech.ky.gov/SkillsUSA%20Kentucky%20Page.htm 
	Technical, Industrial, Information Technology, Public Services, Culinary and Cosmetology


2.  Deadlines to submit dues shall be met in order to compete or run for office

a. DECA – March 1 (may be earlier for certain regions)

b. FBLA – February 1

c. HOSA – December 31 (1st semester) and January 31 (2nd semester)

d. SkillsUSA – January 31

3.  Types of membership

e. Active

f. Associate

g. Life/Honorary

h. Professional

i. Alumni 

4.  To be a member in “good standing”, a member shall  
· Pay dues by the association’s deadline, 
· Be enrolled in the appropriate technical program, and 
· Meet all financial obligations.
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State Officers

1.  Candidate Qualifications

· Shall apply by deadline established by the state advisor

· Shall be enrolled in the appropriate program when running for office and during term of office

· Shall be an active member and remain during term of office

· Shall have held a local chapter office

· Shall be recommended by Chapter’s advisor(s), ATC Principal, and parent/guardian

· Shall maintain a 2.5 GPA on a 4.0 scale

· Shall Take a test and be interviewed prior to campaign

· Shall sign a code of conduct

2.  Election Policies

· No more than two officers shall be elected from the same school.

· A slate or nominating committee shall be utilized.

· Majority vote by ballot shall be received.

3.  Term

· Will last one (1) year (18 months for the office of HOSA State Treasurer)

· A student shall not hold the same office for more than two terms.

4.  Duties/Responsibilities

· As stated in the organization’s bylaws or policies manual

· State Officers shall attend all scheduled executive council meetings and local, regional, state, and national conferences.

· An officer shall be removed from office after two absences. 

· Officers shall sign a contract upon election to reinforce the code of conduct.

· Officers shall acquire the official attire of the organization.

5.  Officer’s Adviser(s)

· Shall attend all executive council meetings

· shall provide the state officer assistance in fulfilling duties and responsibilities

· Expenses of advisers to state officers shall be the responsibility of the school.  Advisers shall request travel expenses in their local budget.  Adviser expenses shall not be paid by the career and technical student organization.

· Advisers shall meet the qualifications as stated in the organization’s bylaws or policies manual.

6.  Benefits

· Serving as a state officer can be a very positive and rewarding experience for any young person.  Members who choose to serve as state officers  have the opportunity to:

1. Develop leadership, communication, and organization skills

2. Make lasting friendships with their fellow officers

3. Develop contacts in the business community that can be invaluable in the future

4. Learn the importance of teamwork and cooperation

7. The state officers shall be reimbursed for the following expenses at state conference:

a. Lodging (provided by association)

b. Per diem based on the organization’s policies

c. Registration (provided by association)

d. Travel, if needed (officers are strongly encouraged not to drive to CTSO activities and meetings)

8.  Ingoing/Outgoing Officers’ Meeting:

· Shall be held at the state conference 

· Outgoing and Incoming Officers and their advisers shall attend.

· New Officers shall sign contracts at this time.

· Outgoing officers shall transfer materials at this time.

Expectations of State Officers

State officers shall represent the organization at all times in a manner that will reflect a positive image.  They shall set an example for all members adhering strictly to the Code of Conduct for Participants as established by each organization.  State Officers shall carry out the duties of their office, including:

· Being prepared to serve a full term representing their school and district.

· Attending local, state, and national activities including state and national conferences.

· Attending all State Officer training activities, some of which may be out of state.

· Serving the needs of local chapters and regions, including assisting with training local and regional officers.

State Officers found to be in violation of the above shall be reprimanded which may include resignation from their office according to each individual organization’s policies.
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Fall Conference

The purpose of the fall conference is to provide leadership training to local, regional, and state officers.  Local officers will learn the duties and responsibilities of their respective office.  Conference attendees must hold a local, regional, or state office.  As stated previously, “Leadership Development activities offered at the state or regional level for local officers are co-curricular but should not require more than two (2) days per year.”  This two (2) days limit is a total per year for all leadership development activities on the local, regional, and state levels.

Return to Table of Contents
Registration for State Conference
The registration materials shall be forwarded to each local chapter electronically.  The chapter shall meet all deadlines as stated in the registration materials.  A late fee of $25 shall be assessed per chapter with an additional fee of $10 per person for late registration for any state or national conference.  Late fees shall not exceed $150.  Conference participants shall be assessed a $5 fee for lost or corrected nametags.  There shall be a $25 service charge for returned checks.

After registration has been received and input, the Office of Career and Technical Education shall send the registration back to the local chapter for verification.  Chapters shall respond that verification has been received and all corrections made.  Members can compete only in those events listed in the registration packet.  

Advisors shall pay their own expenses (registration, lodging, meals, travel, etc.), and apply for reimbursement following state travel regulations.  
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State Conference
A chapter shall be in “good standing” in order to participate in the conference.  A chapter in “good standing” is one that has paid membership dues by the deadline, submitted conference registration materials by the deadline, and met all financial obligations.  The following individuals may attend the state conference:

· Competitors

· Voting delegates

· Advisors

· Officer candidates

· Campaign workers (limit 5)

· State officer guests (more than two shall pay registration)

Every advisor and student shall sign a code of conduct and medical release form.  The local advisor shall assure this is done. Advisors and students shall adhere to the association’s dress code at all conference activities (competitive events, general sessions, awards assembly, etc.).  Name badges shall be worn at all times.  
Curfew shall be followed.  Local advisors shall conduct room checks each night at curfew.  Visitation of male and female members in hotel guest rooms is not encouraged.  Permission from advisors of both parties shall be obtained before visitation can take place. The chapter advisor(s) shall provide proper supervision between visitations of the opposite sex.

Chapters shall adhere to their local boards’ policies regarding the transportation of students to and from the state conference.  Advisors shall only transport students from their school, and only when the proper paper work has been completed.  For off-site competitive events students shall utilize the transportation provided by the state association.

State officers shall be reimbursed for the following expenses while participating in the state conference:

· Lodging:  Officers shall stay four (4) per room if at all possible.  The association will cover the costs.
· Per Diem based on the organization’s policies

· Registration (provided by the association)

· Travel, if needed (state officers are strongly encouraged not to drive to CTSO activities and meetings)

The state officers shall receive a stipend toward National Conference expenses.
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National Leadership Conference

Local chapters shall be responsible for their own travel arrangements.  HOSA and SkillsUSA shall not arrange travel to the national conference for the state delegation.  “Official Advisors” shall be selected based on each association’s guidelines.  Chapters shall meet registration deadlines as established by the association.
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Code of Conduct for Participants

Participants shall include advisors, students, and conference guests.

Local Advisors/Teachers/Approved Chaperones shall be responsible for their students at all times.

Each Career and Technical Student Organization shall adopt a Code of Conduct for its organization.  The Code of Conduct shall to be followed at all regional, state and national functions.  
This Code of Conduct shall include at least the following:

· Participants shall attend all sessions in accordance with the conference agenda.

· Participants’ behavior at all times shall be such that it reflects credit to the individual, the school, and the organization represented.

· All conference participants shall wear their conference ID while participating in conference activities.

· Participants shall keep advisors informed of where they are at all times.

· Participants shall sleep in the rooms for which they are registered.

· Students shall observe the designated curfew.  (Curfew is described as being in the designated assigned room by the designated hour.) Curfew times shall be listed in the conference program.

· Participants shall respect hotel property and contest facilities and equipment.  The individual(s) and/or parents/guardians shall pay any damages to the property or furnishings in the hotel rooms or building.

· Participants shall be considerate and respect the rights of their roommates and other hotel guests by refraining from behavior that may disturb others.  Participants shall not make excessive noise or have the radio or TV at a high volume.

· Conference participants shall not possess or consume alcohol, drugs, or any form of artificial stimulant while traveling to, during, or returning from the conference/contest site. (Drugs prescribed by doctors are permissible in original container.)  Violators shall be expelled from the conference and turned over to the proper authorities.  Chapter advisors shall notify parents/guardians and school principal of the action taken.

· Visitation of male and female members of the opposite sex in hotel guest rooms is strongly discouraged.  Permission from advisors of both parties and designated adult supervision shall be obtained before visitation can take place.  The chapter advisors shall be responsible for providing proper supervision between visitations of the opposite sex.

· Participants shall immediately report any accidents, injuries, or illnesses to their advisor.

· Use of tobacco products shall be prohibited in business sessions, workshops and other scheduled conference activities and while in official dress.

· Participants shall refrain from using profane language, making obscene gestures, or performing acts that would mar the image of the organization.

· When leaving the hotel or conference site, students shall stay in groups of at least 3 or 4.

· Students shall not participate in any activity that might cause personal injury to themselves or any other person.  Any participant found in violation of hotel safety codes or criminal laws may be sent home at the students’/parents’/guardians’ expense.  The chapter advisor shall contact the parents/guardians and the school principal.

· The State Career and Technical Staff Person shall have the right to take immediate action when violations occur, including sending individuals home at their own expense.  In the event this occurs, the local advisor or the assigned chaperone shall contact the parents/guardians and the school principal.

Student Organization Projects

All student organization activities shall abide by 780 KAR 2:040 (http://www.lrc.ky.gov/kar/780/002/040.htm ) pertaining to live work, including the use of official live work order forms.  All safety standards shall be strictly followed both on and off campus.  Projects shall be instructional, co-curricular and beneficial to the student and the program.  The individual program advisory committees shall provide review and make recommendations on projects a minimum of one time per year.  Documentation shall be maintained in the approved student organization program of work of all approved projects.

Guidelines for managing financial activities:

· A program of work shall be submitted by each student organization to the school principal prior to October 1.  A copy of the program of work shall be forwarded to the business manager by October 15.  The program of work is an outline of the planned activities of the student organization for the year.

· General fund dollars shall not be used to support student organizations.

1) The club adviser and the club members shall be aware of all money transactions.  
An organized record keeping system shall be kept and available for review and audit upon request.  
2) The club shall maintain a separate bank account in the name of the organization.  
3) Any checks written shall include at least two signatures (i.e., Advisor, Student Treasurer). 
4) The principal or school secretary shall not sign the checks.  
5) Copies of all minutes authorizing the expenditures noted in the year shall be available.

· Required records for clubs shall include: 
1) Checkbook, 
2) Copies of signature cards on file at bank, 
3) Club minutes, 
4) Copies of paid bills, 
5) Treasurer’s report, 
6) Bank statements, 
7) List of club members and officers, 
8) Pre-numbered receipt books, 
9) Year-end financial report, and 
10) A simple record of all financial transactions  
Additional information is available in the Financial Management - Student Organizations.
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Role of Alumni

Alumni of career and technical student organizations may support and assist with local, regional, and state activities.  Some examples include judging competitive events, serving as resource persons, and organizing fund raising events.  Alumni of career and technical student organizations who qualify as adult volunteers under local and state guidelines may assist with supervisory responsibilities.  See section on Supervision and Travel of Students item #3 and the link in the next sentence for definition of adult volunteers.  KRS 161.148  http://www.lrc.state.ky.us/Statrev/ACTS2001/0060.pdf Alumni members shall not be approved to transport students to student organization events and activities.
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