
ASSEMBLY PROCEDURES

I.
THE PURPOSES OF ASSEMBLIES

A.
To DEVELOP school spirit and morale.

B.
To PROMOTE general educational and cultural growth of students.

C.
To EXTEND classroom instruction.

D.
To DEVELOP acceptable social and moral behavior patterns.

E.
To BRING the school and community closer together.

II.
TYPES

A.
Welcome

B.
Orientation

C.
Sports Rally

D.
Inspirational

E.
Holiday

F.
Patriotic

G.
Nominations

H.
Instructional

III. 
SCHEDULES

A.
Some assemblies will be held during Advisory per SLC or an extended period for the entire school at one time.

B.
Invitational assemblies will be limited to the length of one period.

IV.
CONDUCT

A.
Teachers are expected to attend assemblies with their class.  Such attendance will aid in general supervision, as well as providing the teacher with knowledge of the assembly.

B.
The Administrator in Charge will make specific assignments in specified places of the assembly area for the seating of each class.

C.
Teachers should help instruct the members of the class before they leave for the assembly regarding courtesies to be shown.

D.
Teachers must accompany class to the assembly area.  Students will not be allowed to enter assembly area unless supervised by the teacher.

V. 
PREPLANNING PROCEDURES

A.
The sponsoring group meets with the sponsor to determine the program.

1.
Preceding this, a calendar request (see sample on the following page) is submitted for the Master Calendar.

2.
The Administrator in Charge of Master Calendar approves date.

B.
The program is submitted to the Activity Coordinator and Assistant Principal in charge of assemblies for approval.

C.
An area clearance (see sample on the following page), is issued two weeks prior to the activity date to contact and clear with all personnel involved.  The area clearance must indicate any equipment needed and include a floor plan if a special setup is needed.

D.
It is then decided which bell schedule will be used if the program is to be an all-school, part school, or an invitational assembly.

E.
If outside participants is giving the program, a reception committee is appointed.

F.
A time schedule is prepared to insure that the program is with the time limits.  Copies are given to every person concerned.

G.
A final check of arrangements is made by the Activity Coordinator and Sponsor.

H.
The Activity Coordinator and the sponsor should be present at each assembly to cope with any difficulties in the planning.  See Administrator in Charge for class coverage.

I.
The sponsor is required to attend and supervise all rehearsals.
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