Best Practices School, Sample ASB Club Constitution and Bylaws Combined as One Document for Simpler Constitution and Bylaws

(Name of School)
(Name of Student Council or Club)
ASB Constitution and Bylaws
Article I – Name of the Organization
The name of the organization shall be the Associated Student Body (ASB) of the Best Practices School.
Article 2 – Objectives and Purpose:
This organization shall have as its objective and purpose the conduct of activities on behalf of the students of the Best Practices School as approved by the principal/school administrator and the governing board of the Best Practices School. These shall include:
Provide a democratic forum where students can address school issues that affect their lives.
Maintain continual communication from students to staff members and administrators as well as among the students within the school
Offer a year-long program of social functions and community involvement projects for students
Provide leadership training for students in the duties and responsibilities of good citizenship, using the school environment as the primary training ground.
Article 3 – Organization and Membership
All registered students enrolled in the Best Practices School shall be members of the Associated Student Body. Members shall be entitled to one vote in all student body elections.
Any registered student is eligible for election to the student council according to election procedures.
The election of representatives shall take place the ____ week of the _____ term or semester of school. Any member shall be removed if they miss three (3) meetings without presenting reasonable justification.
Article 4 – Meeting Schedule	
The student council shall meet at least once every two weeks during the school year as called by the ASB president or the ASB advisor, unless the club decides by a two-thirds vote to forego this schedule for a particular time period.
Special meetings can be called by the president, the executive committee, the adviser, the principal/school administrator, or by written request of at least ten (10) members. The purpose of the meeting shall be stated when called. Adequate notice is required for a special meeting to occur.
A quorum consists of two-thirds of the student council members (e.g., 14 members in the standard case of 20 on the council).
The ASB president shall conduct the student council meetings under Robert’s Rules of Order.
All legally elected representatives and officers may vote.
Any member of the student body may attend and participate in discussions, but must have written permission from their teacher if they are missing a class.
Article 5 – Club Officers
The club officers shall consist of the following:
President
Vice President
Treasurer
Secretary
Publicity Chair
Article 6 – Duties	
The club president will have the following duties:
Preside over all meetings.
Call special meetings.
Plan and prepare an agenda for all meetings.
Act as a facilitator of group discussion by summarizing, clarifying, etc.
Work closely with the student club advisor on all planning.
Participate in student club activities.
The club vice president will have the following duties:
Work closely with the president.
Serve as the ASB president if the president becomes unable to fulfill their duties.
Work with the president and treasurer to prepare the budget and calendar.
Help the president prepare the meeting agenda.
Lead the flag salute at all meetings, or authorize another member to do so in their place.
The club treasurer will have the following duties:
Maintain a complete and accurate record of all ASB receipts and disbursements.
Prepare monthly reports for the student council on the ASB bank balances, receipts and disbursements to date.
Work with the ASB to prepare revenue potential forms to ensure successful fundraisers and adequate internal controls.
Keep accurate profit and loss statements of all ASB functions, clearly detailing all money collected and spent, and help classes and clubs keep accurate records.
Work closely with the president and vice president to prepare an annual budget.
Authorize purchase orders/expenditure approvals prior to spending.
The club secretary will have the following duties:
Prepare and distribute meeting agendas.
Notify members of upcoming meetings.
Take attendance at meetings and keep permanent attendance records.
Maintain accurate minutes of all meetings, including date and place, presiding officer, and business conducted.
Prepares the minutes in the prescribed format by the next meeting for distribution to all members.
Maintain all files of the organization, including original agendas and minutes, clippings, and relevant documents, and establish a policy about lending files.
Maintain contact names, addresses, phone numbers and email addresses of people with whom the organization regularly works.
Keep copies of activity calendars and special events documents.
Produce a membership directory of the group.
Report, answer, and file all necessary correspondence.

The publicity chair will have the following duties:
Publicize all school activities in the school newspaper, the school marquee, and school bulletin boards.
Issue news releases to the press, radio, television stations, and on the website.
Article 7 – Elections	
The club will hold the election of officers once a year. The voting will take place by secret ballot.
Article 8 – Amendment	
A two-thirds majority vote of the members in attendance is required to amend this club constitution.

