N. H. S. Officer Candidate Agreement Sheet

The Riley High School Chapter of the National Honor Society is a student organization whose success depends on the officers who are selected by the members.  All members running for an office must agree to fulfill the responsibilities of that office for the entire year.  All officers must meet at least once a month with the advisor(s) to review progress on pending activities and consider future activities.   The officers schedule the meetings and make out an agenda for them.  They plan group service projects and the fundraiser, they maintain chapter records, and they respond to requests for help from various groups and organizations.  The major, specific responsibilities of the various officers are listed on separate pages.  Any member who is elected to an office but who does not fulfill the obligations of that office will be replaced at the discretion of the advisor(s).  

By signing below, you indicate that you wish to run for an office, that you understand the responsibilities of that office, and that you will fulfill your responsibilities to the organization.

Signature 







Date  




Office


    President




  Vice-President




  Secretary




  Treasurer
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RESPONSIBILITIES OF THE N. H. S. PRESIDENT
The president is responsible for the overall success and maintenance of Riley's National Honor Society's standards.  He or she takes the initiative in all N. H. S. activities and exemplifies characteristics of leadership:  self-confidence, sacrifice, and vision.  As president he or she needs to demonstrate positive leadership and to take an active role in imparting the vision of the high standards of N. H. S.  Specific responsibilities of the president are to--

· Call meetings on at least a monthly basis, alternating between before and after school times;

· Set the agenda for all meetings and preside at the meetings;

· Reserve a room for the meetings;

· Write and submit PA and video announcements to publicize the time and place of meetings and other events;

· Secure the guest speaker for the induction ceremony;

· Organize all officers to work closely with the advisors(s) in the setup and arrangements for the induction and following reception;

· Schedule at least one group activity each grading period;

· Publicize group and individual service activities to members, the school, and the community;

· Confer with the advisor(s) at least once a week;

· Respond to requests from various groups seeking volunteer help.

RESPONSIBILITIES OF THE N. H. S. VICE-PRESIDENT
The vice-president supports and assists the president in any areas that the president designates.  Specific responsibilities of the vice-president are to--

· Preside at any meetings at which the president is absent;

· Compile and maintain records of service hours of each member;

· Maintain a file of service hour forms submitted by members for the entire year in case verification is needed;

· Produce a monthly list of members’ service hours;

· Set and announce the final dates each semester for turning in service hours; 

· Produce a weekly list of members’ service hours the last three weeks of each semester;

· Inform members in a timely fashion if they have not completed service hours;

· Provide a list to the advisor(s) each semester of students who are behind in service hours;

· Compile a list of members who are eligible for senior honor cords, chevrons, and Presidential Community Service Awards and submit the list to the advisor(s) prior to the due dates for such orders;

· Assist the advisor(s) in the distribution chevrons and senior honor cords.

RESPONSIBILITIES OF THE N. H. S. SECRETARY

Specific responsibilities of the secretary are to--

· Take minutes at all chapter meetings and all officer meetings;

· Maintain a file of these meeting minutes;

· Submit the minutes of chapter meetings to the advisor(s) in digital format for posting on the Ed-Line web site;

· Take attendance at all meetings;

· Maintain a file attendance records for the entire year;

· Inform members in a timely fashion if they are not attending meetings;

· Provide a list to the advisor(s) each semester of students who are not attending meetings;

· Compile a list of chapter members early in the school year that includes their phone numbers, email addresses, and homeroom numbers;

· Make copies of the membership list available to the other officers and the advisor(s);

· Compile list of new members’ shirt sizes following the induction ceremony and submit it to the treasurer;

· Assist the treasurer in collecting money during the flower sale;

· Assist the treasurer in sorting flower order slips by floor and room numbers.

RESPONSIBILITIES OF THE N. H. S. TREASURER

· Specific responsibilities of the treasurer are to--

· Obtain from the secretary a list of the number and sizes of N. H. S. shirts to be ordered;

· Contact the vendor and place the order;

· Obtain the shirts when they are ready and distribute them to the members;

· Commit to being available before school, during lunch times, and after school daily during the flower sale time to ensure smooth operation of sales and collecting, counting, and depositing money;
· Determine the vendor and price for the annual flower sale;

· Meet with the advisor(s) and decide how the sale will be accomplished including before school in the atrium, during lunch in the cafeteria, in freshmen homerooms, and individual sales by members to students and staff;

· Make the flower order forms;

· Assign members to specific sale times and dates such as before school, in freshmen homerooms, and during lunch;

· Coordinate the delivery of flowers to students before school on the delivery day;

· Be available daily during the flower sale time to collect money from members after school;

· Count and deposit money daily with the school treasurer;

· Keep a daily total of the number of flowers sold;

· Be sure flower order forms are sorted by floor and room number before the sorting of flowers;

· Finalize with the vendor the number of flowers ordered and arrange for delivery;

· Compile a list of how many flowers each members sold and submit it to the vice-president;

· Compile a list of students who assisted in special sales and sorting and submit it to the vice-president.

