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Forms for Parent-District Support Organizations 
 

• Fundraising Activities Request Form 
• Parent District Support Organization Summary Sheet 
• Building Use Request Form 
• Hold Harmless Form 

 
LIST OF PARENT-DISTRICT SUPPORT ORGANIZATIONS 

 
 

 
Baseball/Softball 

Basketball 

Bowling 

Cheerleading 

Cross Country 

Football 

Golf 

Soccer 

Track 

Volleyball 

Band 

PTO 

Robotics Booster Club 
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GUIDELINES 
 

Besides abiding by all district policies and rules, parent-district support organizations should: 

 

• not use the district’s tax identification number; 

• not accept checks made out to the school; 

• not permit district officials to have a leadership role in booster organizations; 

• not permit fund-raising activities to take place on school premises or during school hours unless 

permission has been given by the superintendent/designee; 

• ensure that the district name and emblems are used only with authorization; 

• submit their bylaws to the superintendent/designee for review and approval as well as quarterly 

financial reports on income, expenses and balance sheets 

• conduct a yearly audit of its financial records 
Legal reference: ORC 3313.20 

GENERAL GUIDELINES 
Parent-District Support Organizations need some general operational guidelines, such as: 

• A superintendent or his/her designee, who does not coach or direct a program, should 

have approval authority and be invited to all meetings; 

• Opening of all meetings to the public; 

• Taking minutes at each meeting and keeping them on file; 

• Understanding that they do not have authority to direct the duties of a school district 

employee; 

• The local school administration has jurisdiction over the schedule of contests, rules for 

participation, methods of earning letters and all other criteria dealing with interschool 

programs; 

• Ensuring that the school administration keeps them informed about the school calendar 

and all school activities; 

• Keeping school administrators informed of all organization activities;Providing the 

general club membership with periodic financial statements, itemizing all receipts and 

expenditures, and keeping the statements on file. 
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RECOMMENDED PARENT-DISTRICT SUPPORT ORGANIZATION POLICIES 
 

Parent-District Support Organizations should develop and annually review their organization policies, 
keeping educational goals at the forefront of all policies.  Organization policies should address: 
 

• Project management 
 
• Planning and publicizing meetings 

 
• Bookkeeping and fund administration 

 
• Election of officers 

 
• Duties of officers, including accounting and banking responsibilities; taking, distributing and filing 

meeting minutes; public communication; and proper interaction with program directors and 
academic and athletic coaches through the lines of authority as established by the school board; 

 
• Sportsmanship code governing behavior of booster club members and fans at contests, 

treatment of officials, judges and guests; 
 

• School support, regardless of success in competition 
 
 
 

PRECAUTIONS FOR PARENT-DISTRICT SUPPORT ORGANIZATIONS 
 

 
The National School Boards Association has advised members to take the following precautions to 
reduce the risk of school district liability for parent-district support organization activities: 
 
 

• Maintain liability and other insurance at limits satisfactory to the school district, and name the 
school district as an additional insured. 

 
• Acknowledge familiarity and obligation to enforce and or comply with various school district 

policies on sexual harassment, Title IX, hazing, nondiscrimination, nonsmoking, weapons, etc. 
 

• Have an annual audit of their finances, with a financial statement furnished to members and the 
school district treasurer’s office, Attention: Laurena Rouan, Treasurer. 

 
• Maintain a surety bond for the treasurer or fund custodian. 

 
• Limit fund-raising activities involving student labor to an established maximum number of hours 

or activities per year. 
 

• Maintain proper registration and reporting under state charitable solicitation laws. 
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FUND-RAISING PROJECTS 

 
Fund-raising projects are subject to state law.  Nonprofit or tax-exempt status may be obtained from the 
Internal Revenue Service 501 ( c )(3) tax exemption.  See Chapter 6, “IRS exemption requirements, tax 
filing and charitable contributions.”  Following are some project guidelines: 
 

• Community-wide sales campaigns are to be coordinated through the school administration to 
minimize simultaneous sales campaigns. 

 
• Sales campaigns should be planned carefully to ensure that the projects provide dollar value for 

items sold, and that most of the money raised stays at home.  Otherwise, donations often are 
more rewarding that letting the major portion of the proceeds go to outside promoters. 

 
• Fund-raising activities should support the educational goals of the school and should not exploit 

students.  Activities and projects should be investigated carefully before committing the 
program’s support. 

 
• Individuals who actively coach or direct an activity should serve in an advisory capacity to the 

booster club and should not have control or signature authority over parent-district support 
organization funds, including petty cash or miscellaneous discretionary funds.  Wish lists from 
coaches/advisors should receive prior approval from school administration before submission to 
the organizations. 

 
• Funds are to be used to support parent-district support organization and school activities. 

 
• Money given to a school by a parent-district support organization cannot be earmarked for any 

particular expense.  These organizations may make recommendations, but cash or other 
valuable consideration is given to the school to use at its discretion.  The board should adopt a 
policy regarding acceptance of donations and gifts. 
 

 
SALES TAX PROCEDURE 

 
Basically, everything sold at retail in Ohio is subject to sales tax, unless exempted by state statutes. 
 
RC 5739.02 provides for the exclusion from sales tax for the following: 
 

• Sales of food for human consumption off the premises where sold 
 

• Sales of services by nonprofit organizations operated exclusively for charitable purposes 
 

• Sales of tangible personal property by nonprofit organizations operated exclusively for 
charitable purposes when such property is sold on no more than six days in any calendar year 
or more than one day in any calendar month. 
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If its sales are subject to the Ohio sales tax, an organization must obtain a vendor’s license, collect the 
tax on each sale, file monthly sales tax returns and remit the tax collected to the state treasurer. 
 
Sales of items such as candy bars and pure fruit juice are not subject to sales tax as these items are 
considered “food” under the statute, gum and carbonated drinks are subject to sales tax as these items 
are not considered “food”. 
 
Other items, such as supplies, flowers, etc., are subject to the sales tax; however, if the organization 
sells these items only once a month or no more than six days in any calendar year, these sales will not 
be subject to sales tax. 
 
Sales that are made with a price sufficient to cover only the cost of the sale, without a profit motive, are 
not subject to sales tax. (OGAG opinion 74-052) 
 
 

GAMBLING PROCEDURE 
 

As a general rule, gambling is prohibited in the State of Ohio unless permitted by statute.   
RC 2915.02 (A) provides no person shall establish, promote, operate or knowingly engage in conduct 
that facilitates any scheme or game of chance conducted for profit. 
 
Gambling statutes do not apply to schemes of chance conducted by a “charitable organization if: 
 

• the organization is tax-exempt under 501 C(3) of the IRS code;  RC 2915.02 (D)  For a parent 
support organization planning a fund raiser for the school year which meets the gambling 
statutes: the organization must submit a copy of the group’s 501 C(3) along with their school 
activity application for Board approval in September. 

 
• the organization has been in continuous existence as such for a period of two years preceding 

any application for bingo license, or before conducting any game or scheme of chance;                   
RC 2915.02 (H) 

 
• all money received after deduction of prizes is used, given, donated or otherwise transferred to 

a governmental unit or an organization described in 501 C(3) of the IRS code; RC 2915.02 (D) 
 

• no wage, commission, tip or any other form of compensation (directly or indirectly) is given for 
operating or assisting in the operation of any scheme or game of chance; volunteers must be 
used. 
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CONTRIBUTIONS, GIFTS AND BEQUESTS 

 
It is not uncommon for boards of education to receive contributions, gifts and bequests of personal 
property from parent-district support organizations or other community organizations or members of the 
community. 
 
When a contribution, gift or bequest is made, acceptance must be made by adoption of a resolution by 
the board and recorded in the minutes of the board. (ORC 3313.36) 
 
The board may accept a gift or bequest made on conditions only if the board does not lose control of 
any portion of the public schools in doing so.  A board may not give away the right of management and 
control of gifts. (ORC 3313.36)  The board may make all rules regarding any conditions or limitations 
upon which a contribution is made. 
 
A board may accept a gift or bequest for a purpose for which it could not spend district operating funds.  
For example, if an endowment is made for a scholarship, a board may establish a scholarship fund 
although it is not a proper use of operating funds. 
 
If a gift is made of the use of certain property, the board may expend funds to repair and modify the 
property so that it is suitable for school use, even though the period of use may be temporary. (1961 
OAG 2658) 
 
Booster organizations may donate the construction of buildings to a school district.  A legal agreement 
should be obtained for any donation of this kind. 
 
Limitations on acceptance of gifts 
 

• A board shall not accept a gift if the conditions remove any portion of the public schools from 
control of the board.  RC 3313.36 (A) 

• A board should not accept a gift or donation that begins a program that the board would be 
unwilling to take over, once the gift and/or grant funds are exhausted. 

• A board should not accept a gift or donation that brings undesirable or hidden costs to the 
school district. 

• A board should not accept a gift or bequest if the conditions attached are not permitted by law. 
 
 
 

PARENT SUPPORT ORGANIZATION SPONSORED FIELD TRIPS 
 

Charter Bus Travel 
Charter bus usage is approved through the building principal. Vans are not permitted for student 
transportation. 
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SCHOOL TRADITIONS – COLORS 
 

The District’s traditional colors are a reflection of this district’s pride and school spirit.  All booster 
designated groups listed in the front of this book are to follow the district’s traditional colors as outlined 
below: 
 

o All apparel purchased by boosters for students/coaches including warm up apparel to wear for 
games are limited to the district’s traditional colors of basic purple, basic gold or white. 

 
Any exception to the district’s traditional colors of basic purple, basic gold or white must be approved by the building principal. 

 
 

PRACTICE WEAR 
 

o Sports bras are to be covered by practice wear shirt 
o Shirts are to be worn at all times 

 
 

ATHLETIC COUNCIL ORGANIZATION 
 

ADMINISTRATIVE ORGANIZATION 
 
The name of the organization shall be the Champion Athletic Council. 
 
MEMBERSHIP 
 
The Champion Athletic Council will be composed of the following members: 
 

1. Athletic Director 
2. High School Principal 
3. All head coaches 
4. Two representatives from the Board of Education 
5. Parent-District Support Organization representatives (athletic organizations) 
6. Assistant to the Athletic Director – at the request of the AD 

 
PURPOSE 
 
The purpose of the Council is: 
 

1. Promote the interscholastic sports programs of Champion Schools. 
2. To maintain and improve communication among the students, coaches, faculty, 

administration, Board of Education and the public. 
3. To evaluate the interscholastic athletic program. 
4. To maintain uniform athletic policies consistent with sound education aims and 

objectives. 
5. To act in an advisory capacity in the development of policy surrounding the 

administration of the athletic programs in the Champion Local Schools. 
6. To develop a long-range program for the development and extension of facilities for 

each sport. 
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7. To unify coaching objectives and interests in regard to the total program and to 
determine what relationships should exist among coaches consistent with the 
educational aims and objectives of the total athletic program. 

8. To contribute to safeguarding the health of the participants in the athletic program. 
9. To evaluate standards of sportsmanship that will cultivate friendly relationships among 

all sports. 
10. To develop and review the athletic handbook. 

 
 

ATHLETIC COUNCIL MEETINGS 
 

Schedule: 
The Champion Athletic Council shall meet the second Wednesday of the month in: 
 

 AUGUST 
 NOVEMBER 
 MARCH 

 
Meeting Time & Location: 
Council meetings will begin at 6:00 p.m. in the high school library.  The Chairperson may call 
additional meetings.  All meetings will be called through the office of the high school Athletic Director. 
 
Written Notice of Council Meetings: 
The Athletic Director shall send written notice of meetings to council members, one week prior to the 
meeting date. 
 
Agenda, Minutes/Attendance: 
The AD is responsible for sending a copy of the agenda, minutes and attendance list to the 
Superintendent within 1 week of the council meeting. 
 
Council Member Responsibilities: 
 Athletic Director (AD): 

o will be responsible for the meetings, prepare the agenda and appoint a recording 
secretary. 

o will be responsible for regular financial reports. 
o will submit a copy of the agenda, minutes, attendance list to the Superintendent 

following each council meeting.  The Superintendent will forward this information to all 
board members. 

 
High School Principal: 

o will carry out the chairperson duties if the AD is absent. 
 

Head Coaches: 
o Head coaches or designee are required to attend all three (3) council meetings during 

the year or forfeit their clinic budgets. 
 

Parent-District Support Organization Representatives: 
o is required to have the President or designee attend all three (3) council meetings during 

the year in order to meet booster club approval for the following year. 
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CRIMINAL BACKGROUND CHECKS 

 
Cost and Locations for FBI and BCI Check: 
 

 For Trumbull County Educational Service Center 
6000 Youngstown Warren Rd. 
Niles, OH  44446 
Phone: 330 505-2800, Ext. 130 or 112 
Fax:  330 505-2814 
 

Call to schedule an appointment – appointments are required 
 
TAKE:  Driver’s License 
 
METHODS OF PAYMENT:  Money orders or company check only.  Do not fill in the “To” name 
until after you get there in case they are unable to scan. 
 
Send results to: 
  
 Champion Local Schools 
 5976 Mahoning Ave. NW 
 Suite B 
 Warren, OH  44483 
 
For bus driver:  Mark Harper, Supervisor:  330 847-2332 
   Paula Eakins, Secretary:    330 847-2399 
 
You will not be approved by Champion Local Schools for employment or volunteer service unless you 
have had your criminal background checks completed. 
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REQUIRED INFORMATION PRIOR TO EMPLOYMENT CONSIDERATION 

 
Responsibility of the Athletic Director 

 
All of the following items must be on file in the Superintendent’s Office prior to the Superintendent 
presenting the applicant to the Board for action. 
 

1. Current completed SUPPLEMENTAL COACHING POSITION APPLICATION FORM & 
CLASSIFIED APPLICATION – 

o Required by all new coaches who do not currently teach for the district 
 

2. LETTER OF APPLICATION FOR THE POSITION from the candidate 
o Must be initialed by the AD and respective building principal 

 
3. CRIMINAL RECORD CHECK – BCI and/or FBI as outlined 

o Required of all NEW coaches (non employees) 
o Returning coaches (non employees) - WHO DID NOT COACH FOR CHAMPION within 

12 months of the previous year – must complete a BCI and FBI CHECK. 
 

4. COPY OF CURRENT PUPIL ACTIVITY PERMIT 
 

5. COPY OF COACH’S EVALUATION * 
o A satisfactory coach’s evaluation from the prior year – if being recommended to be re-

employed 
 
 
*Evaluation forms for the following coaching positions are enclosed: 

o Varsity 
o Assist Varsity/JV 
o Freshman and 7th-8th grade 
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SPORTS SIGNAGE 

 
VENDOR ADVERTISING  
 
Any state or national advertising programs to benefit the school athletic program must be 
approved by the Board of Education. 
 
 
LOCAL/COMMUNITY BUSINESSES WHO WISH TO ADVERTISE THROUGH SIGNAGE 
 

o The school district encourages local vendors to consider banner advertising within the high 
school gymnasium and/or on the football stadium fencing. 

 
o The high school principal should be contacted for information by vendors interested in 

advertising banners. 
 

o All advertising banners must be approved by the board of education before being displayed. 
 

o The vendor is responsible for providing the banner (size dimension is 4’ wide and 8’ long for all 
advertising vendors). 

 
o The banner must be professionally made. 

 
o All advertising will be done through vinyl banner(s). 

 
o The charge for displaying the banner is $500.00 per sport season payable to the Champion 

Board of Education. 
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NAMING RIGHTS GUIDELINES 
 

BLDG TYPE SIGN SIZE LENGTH OF 
HANGING 

COST* PER YEAR 
COST* 

Field House Metal 4’ x 8’ Minimum 2 
years 

$3,000.00 $1,500.00 
 

Band Shell Metal 4’ x 8’ Minimum 2 
years 

$2,000.00 $1,000.00 
 

Press Box Metal 4’ x 8’ Minimum 2 
years 

$2,000.00 $1,000.00 
 

Concession 
Stand/Home 

Metal 4’ x 8’ Minimum 2 
years 

$2,000.00 $1,000.00 
 

Concession 
Stand/Visitor 

Metal 4’ x 8’ Minimum 2 
years 

$1,500.00 $750.00 
 

Scoreboard Metal  Minimum 1 
year 

$1,000.00 $1,000.00 

Stadium 
(Naming) 

Metal at 
Entrance 

4’ x 8’ Minimum 5 
years 

$10,000.00 $2,000.00 

HS 
Gymnasium 

(Naming) 

 
Metal 

 
4’ x 8’ 

 
Minimum 5 

Years 

 
$10,000.00 

 
$2,000.00 

      
 
 
 

Signage – 1 color on white 
 

*Payable to the Champion Board of Education 
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FORMS  
 

for 
 

PARENT-DISTRICT  
 

SUPPORT 
 

ORGANIZATIONS 
 
 
 
 
 
 
 
 
 

CHAMPION BOARD OF EDUCATION 
 

Parent-District Support Organization Fundraising Activities Request Form 
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As per Policy 1016: 
 
All fundraising activities will only be permitted by submitting the appropriate form to the high school 
principal (elementary principal for PTO) so that these activities may be coordinated District wide. 
Each parent-district organization will be permitted no more than two (2) fundraising activities per year 
that involve canvassing.  The high school principal in his/her discretion may grant one (1) additional 
fundraising event for a one time project upon request. 
 
Organization Name ___________________________ Activity Sponsor _______________________ 
 
Proposed Sales Project/Fund Raiser __________________________________________________ 
 
Proposed Dates of Sale ____________________________________________________________ 
 
Purpose of Project ________________________________________________________________ 
 
Company Name and Address _______________________________________________________ 
 
_______________________________________________________________________________ 
  
Representative ___________________________________________________________________ 
 
Estimated Profit _______________________________________ 
 
 
 
Requested by:      Approved by: 
 
_________________________________  ___________________________________ 
Sponsor’s Signature  Date   Principal’s Signature   Date 
 
_________________________________ 
Sponsor’s Name (Please Print)   
 
_________________________________ 
Sponsor’s Telephone Number 
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PARENT SUPPORT ORGANIZATIONS 
Summary Sheet 

School Year _______________ 
 

 District support organizations are defined as any independent non-profit entity, group, or 
organization formed for the support of the school district. 

 
• This organization needs to complete and submit this form to the high school principal. 

 
All organizations desiring to become a support group must obtain annual approval of the Board 
of Education at its October meeting. 
 
 

1. Name of Organization _________________________________________________________ 
 

2. Employer identification number used on bank or checking accounts: _ _ - _ _ _ _ _ _ _ _ 
 

3. Goals and objectives of the organization 
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 

4. List officers and/or leaders of the organization: 
 
Name/Title  Address       Phone 
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
 

5. When is your leadership elected or appointed? 
 
____________________________________________________________________________ 

6. Finances (attach itemized budget) 
Estimated Annual Revenue ____________  Estimated Annual Expenditure _____________ 
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PARENT SUPPORT ORGANIZATIONS 
Summary Sheet - Page 2 

School Year _______________ 
 

The following must be attached to this form: 
 
____  a.  Copy of Surety Bond 
 
____  b.  Copy of an annual audit – audit must be  

o Completed within one year of submission of this form 
o Signed and dated by president 
o List name of who completed line a. 
o Copy of organization’s official bylaws 

 
Check the correct item below….if YES….you must attach a copy of your 501 C3 form. 
 
______ Yes, our club conducts games of chance and a copy of our 501 C3 is attached. 
 
 
______ No, our club does not conduct games of chance. 
 
Please list proposed fundraisers and the approximate time they are to be held (complete 
Fundraising Activities for each fundraiser): 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
___________________________________________________________________________ 
 
Please list all fundraisers from the prior year: 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
 
SCHOOL TRADITION – COLORS 
All apparel purchased by boosters for students/coaches, including warm up apparel to wear for games 
or for sale, are limited to the district’s traditional colors of basic purple, basic gold and white. 
 
Our club will comply with the above: ___________ (Booster President initials required) 
 
 
My signature denotes I have received a copy of the upcoming school year’s Parent Support Handbook. 
 
_________________________ _________ _________________________ _________ 
H.S. Principal’s Signature  Date  Organization President’s Signature Date 
 
THIS IS A SAMPLE-MUST USE ACTUAL 5-PART FORM AVAILABLE FROM BLDG. PRINCIPAL 
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Building Use Request 

CHAMPION LOCAL SCHOOLS 
 

Section I. To Be Completed by Organization 
Each item on this form must be completed in order for consideration to be given to the request. 
 

1. Building requested:           High School            Middle School            Central 
 

2. Name of Organization requesting use of building: ____________________________________ 
                 School Group                Champion Community Organization          Non-Champion Group 

3. Person representing organization: ____________________________ PH: ________________ 
 

4. Billing Information:  Name__________________________ Organization __________________ 
 
Address: ________________________________________________ PH: ________________ 

5. Type of activity planned: ________________________________________________________ 
6. Facilities requested:        Cafeteria      Gym             Auditorium**   Custodian Needed 

 
        Classroom(s)/Number ____________________ 
 

         Grounds _______________________________ 
 
        Other _________________________________ 

7. Number of days requested: ________ Date: ______________ Time: ________________ 
 
Date: __________ Time: _____________ Date: ______________ Time: ________________ 
 
Date: __________ Time: _____________ Date: ______________ Time: ________________ 
 
Additional dates: ______________________________________________________________ 
 

8. The following must be attached:          Hold Harmless Release Form, completed & attached with 
each request.        Proof of Insurance Policy ($100,000) attached or       on file (yearly) in the 
Board office. 

We agree to abide by the Board of Education building use policy. 
 
Signature: ______________________________________ Date: _____________________________ 
……………………………………………………………………………………………………………………… 
Section II. To be completed by Administrator 
 
Approval granted by: _________________________________________ Date: _________________ 
……………………………………………………………………………………………………………………… 
 
Building Charges per attached Board Building Use policy: __________________________________ 
  

Champion Board of Education 

** CHS Media Aide required in sound 
booth at $5.00 per hour.  This payment 
is in addition to rental fee & must be 
made directly to Media Aide. 
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5976 Mahoning Ave. NW, Suite B 
Warren, OH  44483 

 
 

School Facilities – Equipment Hold Harmless Agreement 
 
 
________________________ agrees to indemnity and HOLD HARMLESS Champion Board 
(Organization/Indemnitor) 
 
of Education and their agents and employees from all liability, claims, demands, damages, or costs,  
 
for, or arising out of ________________________________________________________________ 
     (Subject of Indemnity) 
 
______________________________________________________________________ 
 (Location)      Date(s) 
 
Whether it be caused by the negligence of indemnitor of Champion Board of Education or either party’s  
 
agents or employees, or otherwise. 
 
 
_________________________________________  _________________________________ 
(Name-Organization Authorized Representative)   (Date) 
 
 
_____________________________ __________________ ______  ____________ 
(Address – Street)    (City)    (State)   (Zip) 
 
 
__________________________________________ _______________ 
(Signature – Organization Authorized Representative)         (Date) 
 


