
 
 

 
 

PASC 

NEW ADVISOR 

HANDBOOK 

 

 

2014 
Edition 



 

 

2 

 
 
 
 

Purpose……………………………………………….. 3 

District Info……………………….………………… 3-5 

Mission Statements……………………………....6-7 

Constitution………………………………………... 8-12 

Financial & Treasury……………………………..13 

Meeting Skills & Agendas………………….......14-16 

Project Planning………………………………......17-18 

Characteristics & Roles of Officers…………. 19 

Summer Leadership Workshop…………….  20-22 

 
 
 
 
 
 
 

 

 

 

 
 
 

 
 
 

Table of Contents 



 

 

3 

On the next several pages, you will 
find contact information for your 
district director.  Not sure which 

district you are in?  Refer to the map 
below to find your county, district, and 

region. 
 

 
 
 
 

 
 

The booklet is designed to aid new advisors with developing 
and running the student councils in their middle schools to 

be effective organizations.  In this booklet you will find 
resources about your PASC District, Conference 

Opportunities, Summer Workshop Information, and most 
importantly the Middle Level Benchmarks and sample 

documents that will help you help you to set up simple yet 
effective council in your middle school where the students 

become the leaders and the advisor merely advises! 
 

 
 

 
 
 

  
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

District  
Information 

 

Purpose 
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The Mission of Central York Middle School Student Council 
We, the Student Council of Central York Middle School, believe that 
school spirit, self-esteem, and communication are very important 
concerns of the student body. To meet these concerns, we shall 
provide means for: 

• Responsible and effective student participation in the         
organization and control of student affairs. 

• Taking action in the best interests of the student body. 
• Providing an official voice for the expression of student opinion. 
• Fostering awareness of the student's relation to peers, school,   

and community. 

Getting Your Council Started 
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Each council is different.  Some choose to have a formal constitution, 
and others operate with an organizational structure in place that is 
less formal but still offers guidelines by which the organization 
abides. 
 

 
 
 
 
 
 
 

Constitution & Organization 
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Chestnut Ridge Middle School Constitution 
 

The Middle School Student Council has membership in the National Association 

of Student Councils and the Pennsylvania Association of Student Councils. The 

CRMS Student Council follows the guidelines set forth in its constitution. The 

aims and purposes of the student council are: 

 High standards of Scholarship, Leadership, and School spirit 

  

• Promote good school community relations 

• Provide constructive student expression 

• Promote good student teacher relations 

• Plan and assist in school functions 

  

Student Council elections are held each September. Any interested students must 

submit a statement to be printed on the election ballots describing why he/she 

should be voted on Student Council. Each grade level may elect four student 

representatives to serve on their behalf. The Vice President of Student Council 

will serve the following year as President; therefore, the Vice President cannot be 

an eighth student. Officers are elected by the Student Council. 

The student council plans school dances, movie night, theme days, Christmas 

door decorating contests, provides a cafeteria committee, and serves as a liaison 

between the administration, teachers, and students. The student council has a 

questions and concerns box located on the guidance office counter. 

 
Advisor Mrs. Cindy Clark 
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SAMPLE STUDENT COUNCIL CONSTITUTION 

Article I 

The name of this organization shall be the ______ School Student Council. 

Article II 

PURPOSE:  The purpose of this organization shall be: 

 To foster a spirit of cooperation among students and faculty. 
 To promote and encourage activities for the best interest of the school. 
 To develop good citizens and leaders through experience in government 
 To provide a means for student expression, and 
 To encourage student involvement. 
  

Article III 

Section I All members of the Student Council have certain powers guaranteed by 
the Constitution. 

1.They have a right to recommend committees on the appropriate 
level. 2.Recommendations for anything of student concern in the 
building. 3.Student publicity 4.Application of the Constitution to the school 
during the year. 5.Holding executive meetings and reporting 
them. 6.Administration of elections. 7.Constitutional proposals and 
changes. 8.Fundraising. 9.Cooperation with faculty or advisor to perform tasks 
not guaranteed in the Constitution. 

Section 2- Members of the Student Council have guaranteed rights but can be 
overruled by the principal. The principal has veto power to eliminate any 
proposition he/she feels is not beneficial to the school. 

Article IV 

All members of the Student Council must maintain an acceptable conduct 
average in order to run for and to hold office. Also, student council members 
must have a 77 academic average for the preceding semester. 

Article V 

The Student Body shall elect the members of the Student Council for a term of 
one year, during a designated election week assigned by the principal or advisor 
of the Council. Candidates shall be allowed to campaign the week prior to voting. 
Voting shall be done through a ballot, and the election committee and executive 

board shall determine all general details of the election. 

Candidates for the election of a Student Body office must be an 8th grader to run 
for president, 7th grader for vice president, and 6th grader for secretary. Any 
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candidate running for Student Body President must have served at least one year 
on the Student Council. All candidates must have and maintain an acceptable 
conduct average in order to run for and hold office. 

Student Body appointments shall be made by the Student Body President, in 
consultation with the Student Council Executive Council, and the approval of the 
advisor. 

Article VI 

Section 1-Membership 

The Student Council shall be made up of the officers of the student body, the 
officers of the 6th, 7th, and 8th grade classes. Three representatives from each 
grade level will also be appointed. 

Section 2 - Officers 

The executive officers of this organization shall be a President, vice-president, 
and Secretary. 

A. Duties of the President-The president shall preside at all Student Council 
meetings, call special meetings when necessary, appoint all standing and special 
committees, be the chairman of the elections committee, represent the Council 
on all occasions, and assume all other duties generally associated with this office. 

B. Duties of the Vice-President-The Vice –President shall assume the duties 
of the president in case of his absence or disability .It shall be the duty of the VP 
to prepare devotions for certain assemblies. 

C. Secretary-The secretary shall keep a record of all meetings of the Council 
and provide a bulletin, published when necessary, to be posted in homerooms. At 
the close of the school year the minute book shall be filed by the secretary in the 
Student Council files. In addition, the secretary shall carry on correspondence of 
the Student Council and shall keep a record of attendance. 

Section 3 - Vacancies 

The Student Body president, with approval of the council and advisor, shall be 
empowered to fill any Student Body vacancy. Appropriate class vacancies shall be 
filled by the appropriate class president, with the advice of his/ her exec. Comm. 
and the approval of the council and the advisor. In the case of the vacancy of the 
president, the vice-president becomes president. 

Section 4 - Nominations and Elections 

The members of the Student Council shall be elected by a ballot for the term of 
one year. The elections committee and the executive board shall determine all 
general details of the elections. 
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Section 5 - Committees 

a. The following standing committees shall be appointed each year when 
necessary by the student body president. : Constitution, elections, human 
relations, publicity, and student involvement. Membership in these committees is 
not limited to the Student Council. 

b. Special committees may be organized as necessary. 

Article VII 

MEETINGS: The Student Council shall not have to meet every week. Instead the 
Council will meet as necessary at the discretion of the President and advisor. The 
President with the approval of the advisor may call a special meeting 

Article VIII 

ADVISOR: There shall be one or more faculty advisors selected by the principal 

Article IX 

QUORUM A quorum for the transaction of business shall consist of a simple 
majority of the council. 

Article X 

APPROVAL:  The constitution of the Student Council shall be proposed by a 2/3 
vote of the Student Council and shall be adopted by a 2/3 vote of the student 
body participating on the day of voting. Any regulation passed by the Student 
Council concerning the Pine Forest Middle School is subject to approval by the 
administration. 
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Financial Organization 
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Step #4 
 

Parliamentary 

Procedure 
 
 

MOTION 
 a motion is a new idea 
to be introduced 

 “I move...” 
 
 

SECOND THE 
MOTION 
- Each motion must be 
seconded by 1 council 
member 

- “I second the motion...” 
 

DISCUSSION 
- after a motion is 
seconded, members 
must discuss the pros 
& cons of the motion 

- Discussion should 
have a time limit of no 
more than 5 minutes 

 

VOTE 
- after the motion has 
been discussed, must 
vote yes or no. 

- if the council votes 
yes, the motion passes 

 

 

 
 

Having students run an effective meeting can be 
extremely difficult unless the students have a structure 

by which to operate.  Using an agenda and basic 
parliamentary procedure will enable your students to 

accomplish all that they want to in an effective manner. 
 
 

 
 
 
 
 
 
 
 

 
 

Meeting Organization 
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________________________________________________________________________________________________________________________________	 
 

 
 

Student Council Meeting Agenda 
 
 

I. Council Communication 
a. I need everyone’s e-mail in order to e-mail the agendas to you 

 
II. Committees 

a. We need to get organized into committees to start coordinating 
b. We will have committee meetings from time to time. 
c. OFFICERS- we will be having a meeting at my house or at some 

location  in Sewickley in order to discuss current projects and the 
status of our events under construction. 
 

III. Brainstorm social events from October to December 
a. Last year each month had two-four events.  Due to our budget, we 

probably want to keep it this way.   
b. There is definitely going to be a dance and a pep rally this year. 

 
IV. Committees 

a. SOCIAL COMMITTEE- you should be getting ready for the dance.  
Seeing as it is the first one of the year, we need really good decor 
and music.  We are all going to help out and you will get your 
budget soon. 

b. SPIRIT COMMITTEE-  I was serious when I said we could do a  
bonfire pep rally.  If you want, I can write a proposal for one, so if 
the school board says yes, we need to get the band, cheerleaders, 
and teams ready to perform.   

c. SERVICE COMMITTEE-  What are your ideas? 
 

V. Budget 
a. Treasurer will tell us the current balance. 
b. We should vote on a budget for the first dance, pep rally, service 

event, or anything else we are doing in October. 
 
ALL IN ALL-  Committees, you have your work cut out for you.  Last year’s events 
were either really cool or really in need of improvement, so we need to really 
make sure we stay on top of things.   I know we’ll do great! 
 
V. Adjournment 
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Student Council 
General Meeting 

 
Agenda 

 
 

I. Call to Order (PRESIDENT) 
 
II. Roll Call  

a. Take attendance of all those representatives present 
(SECRETARIES) 

 
III. Reading and Approval of the Minutes 

a. SECRETARY reads their notes from the last meeting 
b. The Student Council votes to approve the minutes so they can 

become the official record of the council’s meeting 
 

IV. Officer Reports 
a. Each officer will report on anything they have to say, and will go in 

this order: 
i. President 

ii. Vice President 
iii. Treasurer 
iv. Secretary 

 
V. Committee Reports 

a. Committee members will report on what their committees are 
doing and give updates on how the work is coming along 

 
VI. Old Business 

a. Business from the last meeting can be brought up here and 
discussed again during Old Business 

 
VII. New Business 

a. New ideas can be introduced and discussed in New Business 
 

VIII. Announcements 
a. Any member of student council can make announcements to the 

entire group 
 

IX. Adjournment 
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The ROPES of Project Planning 

Reason 

   Social     Service    Fundraiser    Spirit:     
 

Objectives 

   
 
 
 
 
 
 
 
 

Planning   

Brainstorm ideas: (Using a chalkboard is ideal for filtering.) 

            

            

            

            

             

Project Planning 

 
Main Goal:           ____ 

How:            ____ 

When:             

Where:             
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See How It Goes 

Discuss what worked well and what didn’t.  Write an evaluation within a few 
days.  Did you meet the project’s goal? 
   

Strengths Weaknesses 
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President 

- Lead Meetings 
- Act as a Role Model 
- Organize the Agenda, Respect Members 
- Be Open-Minded 
- Communicate with Members, Advisor, & Principal  

 
 

Vice President 

· Back up to the President 
· Head of a committee or activity 
· Keeping track of a calendar 
· Filling in for the President 
· Sharing responsibility 

 
Secretary 

· Keeping notes/minutes at meetings 
· Take Roll 
· Communicates with school & student body 
· Web page updater / manager 

 
 

Treasurer 

· Budget for events 
· Money management 
· Sign checks 
· State how much money your council has  
· Accept ideas based on money available 
· Keep cash logs & collect money from fundraiser 

 
 

Committee 
Chair 

· Plan events 
· Set up the events 
· Communicates about their committee’s actions 
· Keeps the council informed 
· Take requests from representatives & put them into 
action 

 
 

Representative 

· Talk to students & represent the school 
· Promote school spirit 
· Bring up ideas & concerns at meetings 
· Worker Bees 
· Speak for the student body 

Characteristics & Roles of Officers 
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PASC offers an outstanding Summer Leadership Workshop 
for students going into grades 7 - 11.  If you send your officers 

and other student council members to Blue, Gold, and 
Advanced Gold, they will return to you changed individuals, 

filled with knowledge, enthusiasm, ideas, and energy that 
will spread throughout your council like wildfire.  Have your 

students take advantage of this priceless opportunity!! 

Summer Leadership Workshops 
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Student Testimonials about PASC 
Summer Leadership Workshops 


