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Amarillo ISD Secondary Music Mission Statement
Amarillo ISD music organizations will provide a quality experience for student members as a group and individually. Directors shall adopt appropriate standards and challenge students in such a way that these standards may be met. Students appropriately challenged will experience a satisfying relationship with music and the performance of music. Students will exit our programs with the knowledge and skill necessary to participate in musical endeavors for the rest of their lives.
Instruction, planning, and presentation will be a product of the team teaching model. The cluster team shall instruct students as a part of the total program under the direction of the team leader, the head high school director. All team members are responsible to the head director for results at the assigned area of responsibility.

Campus directors are responsible for classes and organizations on their campus. They should coordinate and be accountable for inventory, library, fundraising, financial matters, accurate record keeping, and compliance with district and cluster time lines and requests.

A finely coordinated team with clear direction will provide outstanding possibilities for our students.

“Music is a universal language, one that affirms so authentically the rich diversity of human experience across cultures. But music also unites the human family, revealing, in a language all can understand, profound experiences common to all. Music stimulates the mind, opens the eyes to inspired vision, and stirs the deepest yearnings of the human spirit.  Music is the language of young children, and if civility is to be sustained, introduction to music in all its richness surely must be at the very heart of the core curriculum in every school”

Ernest L. Boyer, President, The Carnegie Foundation for the Advancement of Teaching.
CHECK OUT PROCEDURES
Instruments, uniforms, tuxes, dresses, and any other uniform parts should be checked out as soon as feasible.  All instrument rentals require signed Instrument Rental Agreement (below).  All instruments and high school uniform fees must be remitted to the Fine Arts office.  Receipt those items with receipt books issued by the music clerk or campus secretary.  Deposit fees in your activity account, then remit those fees to the Fine Arts office by way of check from the activity fund accompanied by a Cash Collection Sheet (below).  Please submit this to the Fine Arts office by October 1st, along with any fee waiver forms (below).  Middle School uniform fees will be kept in the director’s campus activity account.
Fees

HS and MS Instrument Rental

$30.00
High School Uniform Rental    

$20.00
Suggested Middle School Uniform Rental
$10.00

Summer Instrument Rental HS & MS

$20.00
Exceptions

· Students using marching FH and concert FH at director request, 1 fee (or similar situations).

· Students switched from private to school instrument at director request, no fee.

· Extreme cases only!  Financial hardship = ½ fee or total fee waiver.  Students with fee waivers should have priority for “Play Your Way” instruments.
Checklist
· Receipt all money using issued receipt books.

· Deposit money with campus financial clerk.

· Prepare Cash Collection Sheet (below), indicate reason for fee. 

· Remit check for total fees from activity account to Fine Arts office.

Summer Check-Out
· A $20.00 fee will be assessed for summer instrument use.  Waivers may be applied.
· Use of a receipt book will begin with summer check-out and conclude at the end of school for the ensuing year.

Amarillo Independent School District

Instrument Rental Agreement
Fall __________           Spring __________          Summer __________

Campus   ___________________________                 Director  _____________________________

Instrument ________________________   Serial Number __________  Tag Number  __________

Play Your Way (Circle one)       Yes          No 

Checked Out To:

Student Name  __________________________________________________________________

Address  _________________________________________________   Zip Code  _____________

Phone Number  __________________________

Parent/Guardian Name  ___________________________________________________________

(Circle one)         $30.00 per school year               $20.00 per summer

Date Paid  _____________      Receipt Number  ______________

I agree to assume full responsibility for the proper care and return of the above instrument.  I shall be responsible for any damage to this instrument which should occur through negligence or carelessness.  If it is lost or destroyed, I agree to pay the school its value in full.  I understand that the fee is a users fee and that I am responsible for reeds, valve oil, and basic accessory replacement.

Parent/Guardian Signature  _________________________________________

Date  _________________________

Cash Collection Sheet
	Receipt
	Student Name
	 Instrument Maintenance Fee 
	 Uniform 
	Fine/Music
	Replacement Part
	Total Fee Paid
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	Principal Signature:_____________________                                         
	School:__________________

	
	
	
	
	
	
	

	Director:_____________________________
	
	Date:____________________

	
	           Band       Choir      Orchestra
	
	
	
	

	
	
	
	
	
	
	

	Received Music Office:____________________
	Date:____________________


AMARILLO ISD

188901

STUDENT FEES, FINES, AND CHARGES 




FP (E) (EXHIBIT)

EXHIBIT A 


APPLICATION FOR WAIVER OF FEES
I, __________________________________(parent/guardian) request a waiver of instrument rental fee for

_____________________________________(student) due to the following reason(s):_____________________ _____________________________________________________________________________________________
_____________________________________________________________________________________________

I, _____________________________________________________, understand that the District will waive fees 
                name of parent/guardian

only if a determination of eligibility, based on District guidelines is made. I agree to assume full responsibility for the proper care and return of the above instrument.  I shall be responsible for any damage to this instrument which should occur through negligence or carelessness.  If it is lost or destroyed, I agree to pay the school its value in full.  I understand that the fee is a user’s fee and that I am responsible for reeds, valve oil, and basic accessory replacement.

___________________________________________ 
____________________

Signature of parent/guardian 



Date

__________________________________   __________________________
PYW    (Yes)   (No)

Campus




Director








 
(Band)  (Orchestra) (Choir)
----------------------------------------------------------- Office Use Only -----------------------------------------------------------------

 [ ] Approved

[ ] Not approved - Reason(s): ________________________________________________________________
__________________________________________ 

_______________________

Director of Fine Arts 




Date

MUSIC LIBRARY
BAND
You may browse through the band library located in Room 108 on the first floor of the ESC any time between 8:00am and 5:00pm, Monday through Friday.  Use the music check-out forms provided in the library before taking music.  Remove music from the envelopes and replace the envelopes on the shelves.  Please return all music in score order labeled with your name and school name to room 315 at the ESC as soon as you have finished using it.

UIL sight-reading music must stay in the library!!  Make copies. 

ORCHESTRA
You may browse through the orchestra library located in Room 314 on the third floor of the ESC any time between 8:00am and 5:00pm, Monday through Friday.  Use the music check-out forms provided in the library before taking music.   Remove music from the envelopes and replace the envelopes on the shelves.  Please return all music in score order labeled with your name and school name to room 315 at the ESC as soon as you are finished using it.
UIL sight-reading music must stay in the library!!  Make copies. 

CHORAL/ELEMENTARY MUSIC
The vocal library is located next to the Carver Repair Shop.  You may browse through the library between 8:00am and 5:00pm, Monday through Friday.  Use the music check-out forms provided in the library before taking music.  Remove music from the envelopes and replace the envelopes on the shelves.  Please return the music to the Carver library (place the music on the table provided) as soon as you have finished using it.  Be sure you have your name and school on the music you are returning.
Carver Repair Shop, 326-4165

1905 NW 12th Street

Call before leaving for the shop to insure someone is there to let you in.  Building is always locked.
Charms Library

Directors – You may look up pieces from your current Charms account.  

1. Click on the library tab on the top of the page (looks like a stack of books).

2. Then click search.

3. Make sure to click the button to limit the search to your district.  
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4. This will show you what is in our library.  You will not be able to see if it is checked out, but you know that we own it.
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5.  If you look in the Lib # column, this number is very important. If you want to know more about this piece of music you will want to make a note of that number.

Library Login 
Username – aisdband

Password – musiclibrary

Directors – To get more detailed information about a piece, including publisher, arranger and even if it’s checked in or out, you will need to use this login.  This login will not allow you to make any changes to the system but will allow you to search for things.

Let’s use the March from Symphonic Metamorphosis as our example.

1. If you can remember, the library number is C2528.  Click on the library tab at the top of the screen.

2. Next click on the view/modify tab directly under the books.
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3. On the far right side there are 2 boxes.  We want to choose the Library Number option.  Enter C2528 and click Find.

4. Here is the information about that piece.
5. If it is checked out, it will have the director’s name and date in the comment box located on the right side of the screen.
[image: image8.png]Amarillo ISD
Volunteer Registration/Background Information

TEXAS EDUCATION CODE 22.083 AUTHORIZES A SCHOOL DISTRICT TO OBTAIN THE
- CRIMINAL HISTORY OF EVERY VOLUNTEER IN THE SCHOOLS. THEREFORE, AS A PART OF
YOUR VOLUNTEER APPLICATION PROCESS, WE ASK YOU TO COMPLETE THE FOLLOWING:

PLEASE PRINT CLEARLY

Last Name First Name MI Mr./Ms.,/Dr.

Address City Zip e-mail address

Home Phone ‘Work Phone Cell/Pager (Bu’thday “(NIonth, Day, Yea_r)
CITIZ YES NO Please Circle

Sex: Male O Female O Race: (Circle One) American Indian  Asian  Black = Hispanic White/Other

If you have lived in Texas less than 5 vears, please list your previous, complete address.
Address:
City, State, ZIP

Name of Campus where you will be Volunteering:

T hereby authorize any law enforcement agency, including a police departinent, the Texas Department of Public Safety and the Texas Department
of Corrections, to release to Amarillo Independent School District my complete criminal history record. I understand that the Amarillo
Independent School District is prohibited by Federal Regulations from providing me with a copy of my DPS criminal history record; however, I
further understand that, upon my request, the District may quote to me data from the report. Thereafter, I have the right to challenge the accuracy
of my DPS criminal history record.

T understand that the information I am providing about age, sex, and race/ethnicity will not be used to determine volunteer eligibility, but will be
used for the purpose of obtaining criminal history record information.

Bolded and underlined printed information above is required by the state for the background check.

Signature Date

Check One: Parent Grandparent Other Business Community (civic, church, agency)
If Parent, please name your child/children attending AISD:
If business person, please name your Company:

Do you receive release time?  YES No O
If Community Person, please name your organization:

AISD America’s Promise: 806-326-1015 - Fax 806-354-4378

For Office Use Only:





6. You may also search for pieces through this login.  If you know the title and don’t want to go to the search tab, you may use the drop down menu under the View/Modify Print Library Items box.
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***Required:  Due by Friday, September 3, 2010***
Questions regarding this form:  Contact Britni Nuckols, (806) 326-3426 or britni.nuckols@amaisd.org
Band Student and Parent or Guardian Handbook Agreement Form
Personal Information
Fill out completely
_______________________________   _____________________________   _________   ____________________ 

Student First Name

Student Last Name

Grade

Instrument
Band Student and Parent or Guardian Signature
I agree to abide by the contents contained within the band handbook
______________________________________________________
____________________________________

Student Signature






Date

______________________________________________________
____________________________________

Parent or Guardian Signature




Date

***Required:  Due by Friday, September 3, 2010***
Questions regarding this form:  Contact Britni Nuckols, (806) 326-3426 or britni.nuckols@amaisd.org
Permission to Videotape, Audiotape or Photograph Form
Personal Information
Fill out completely
_______________________________   _____________________________   _________   ____________________ 

Student First Name

Student Last Name

Grade

Instrument
Permission to Videotape, Audiotape or Photograph

Check one

 FORMCHECKBOX 
    I give my permission for the above named band student’s first name, band student’s last name and band student’s photograph to appear in the local news or in district publications that focus on the achievements of the band student or the band program.
 FORMCHECKBOX 
 I do not give my permission for the above named band student’s first name, band student’s last name and band student’s photograph to appear in the local news or in district publications that focus on the achievements of the band student or the band program.
______________________________________________________
____________________________________

Parent or Guardian Signature




Date

NOTICE REGARDING RELEASE OF STUDENT INFORMATION

Parents: Please Read Carefully and Sign Below

PARENT RELEASE FORM FOR VIDEOTAPING,

PHOTOGRAPHING AND/OR

INTERVIEWING STUDENTS BY MEDIA

This release for directory information may be used by media affiliates that could

interview, videotape or photograph your child for a news story.  Amarillo ISD will

also use this permission form if needed for instructional or website purposes.

I, _________________________________, (circle one) (do) (do not) give permission for my child, _________________________________, to be interviewed, videotaped, or photographed by a local newspaper, television, radio reporter, or by a representative of the Amarillo Independent School District to be used in connection with a news story that has been approved by a staff member of the Amarillo Independent School District or for school district instructional, marketing or website purposes. I understand that I may revoke this permission at any time by notifying the school principal in writing.

__________________________________________
_________________________________

Parent/Guardian Signature



Date

Please return the completed form to your child’s music teacher.
PURCHASING / ORDERING

DO NOT PURCHASE MUSIC, EQUIPMENT OR ACCESSORIES WITHOUT PRIOR APPROVAL.   A PURCHASE ORDER NUMBER MUST BE OBTAINED IN ADVANCE. 

Music

Requests for music should be sent to the music clerk, Andy Kolb, for consideration.  After music has been requisitioned by the music clerk, it will be delivered to the music office and distributed from there.  Following use at the campus level, music should be returned to the ESC where it will be included in the central music library.  Please do not circumvent this process without consulting the Director of Fine Arts.
New Equipment / Instruments / Uniforms

Alert the Director of Fine Arts to needs early in the year so a coordinated purchase can be made in a timely manner.  Requests should be made during the first semester.  Limited funds are available.

New equipment is delivered to the warehouse then forwarded to the Carver Repair Shop to receive an asset tag.  Directors will pick up equipment at the shop or the Fine Arts Secretary can arrange for supply and delivery services.
Accessories

Requests for accessories should be sent to the music office for consideration and must have approval from the Director of Fine Arts.
MUSIC ACCESSORIES - VENDORS
COMPANY






DISCOUNT

Brook Mays Music
0%

Jent’s House of Music
35% Call for Quotes

Long’s Electronics Inc.
5%

Macie Publishing Co.
Variable

Music in Motion
0%

MusicTime, Inc.
27%

National Educational Music Co.
0-50%

Peripole-Bergerault, Inc.
5-20%

Romeo Music
3-25%

Shar Products Co.
10% Call for Quotes

Tarpley Music Co., Inc.
35%

Washington Music Center, Inc.
25%

Quote 1344 dated 07/16/10 Catalog discount good for one year

Option to renew for 2 add’l yrs.

Extended through 08/16/12

Purchase Order Form
	(Click here to insert your name)
	Attach copy of item/s from catalog if possible.

	Vendor
	Item Description
	Product #
	Price per Each
	Quantity
	Color Choice
	Catalog Page # 
	Approved by

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 


CARVER INSTRUMENT REPAIR
1905 NW 12th Street
STAFF

Gary Ringwald – Band Instruments – 326-4165

Kruno Kupresanin – Orchestra Repair – 326-4165

HOURS

8:00 p.m. – 5:00 p.m.

Submit instruments to the shop for repair as soon as the need arises.

Large band instruments may be handled by supply & delivery.  Email the music secretary, denise.wallace@amaisd.org, for arrangements.  All string and fragile instruments should be delivered to the repair shop by the director.

Marching instruments needing repair should be sent to the shop immediately following marching season.

Careful planning and early action will assist in avoiding the panic mode and more readily allow shop technicians to effectively deal with true emergencies.

Private instruments are only to be repaired with prior approval of the music office.

Strings teachers note the available String Replacement Form.

Call the shop if you need to drop by during the noon hour.

Please avoid taking all instruments to the shop at year end.  Take those having specific need of repair/maintenance.
Support Services

Yellow Bus Transportation

Submit requests for school bus service at least two weeks prior to the needed service date.  To request a bus, fill out the bus request form and email it to the Fine Arts Secretary.  Do not request a bus during normal bus routes (after 2:30pm or before 4:30pm.  Please secure approval in advance for any service which is unique or out-of-the ordinary.  For transportation to be paid by your campus, have the campus secretary submit the bus request.  

(Note:  Please do not have buses/trucks park next to ticket windows or gates at stadium!)

Charters Transportation

Charter service for select out-of-town games/events will be arranged by the Fine Arts Secretary.  Directors should confirm these arrangements with the charter company early in the week of the scheduled service.

Charter service, lodging, and meal money for play-off games should be arranged through the music office on Monday following the previous game.

Equipment Truck

Please arrange for out-of-town equipment truck service by emailing the Fine Arts Secretary.  This should be done in a timely manner.  Please be judicious in your use of equipment trucks.

Supply and Delivery

It is district policy that supply/delivery have at least two weeks notice when you need something moved (risers, stands, equipment, etc).  Please arrange for supply and delivery services by emailing the Fine Arts Secretary with details as to equipment to be moved. 

Equipment pick-up for an evening football game may not occur prior to 4:30 pm.  Special arrangements will be made for early games.

When possible have student crews available to assist with loading and unloading.

Small instruments plus cellos and basses should be carried on the bus.  Please do not place them on the truck.

On occasion it may be necessary to transport equipment the day prior to an event and return it the day following an event.

Reminder:   Supply and delivery personnel are not expected to tear down or set up equipment.  They will load and deliver items.  You will need to arrange for anything more than this.
Criminal History Record Information CHRI and Finger Print Check

Requirements, Fine Arts Department
Senate Bill 9 of the Texas Legislature requires review of the criminal histories of school district

employees and other persons who have contact with students.

Volunteers/Parent Organizations

Supervisory Role with Students/Trip Sponsors, etc: Sign-up for America’s Promise
On-line application - AISD website Note Band or Orchestra on ‘Name of Campus’ line.

Print application – Pick up from fine arts office or download from fine arts website.
No Supervisory Role with Students/Contest Duties, etc: No Requirement
Paid Professionals
Non-Certified Auxiliary/Private Lessons, Consultants, etc: CHRI and Finger Print Check
Criminal History Record Information Form - Pick up from fine arts office or download from fine arts website; requires date of birth, social security, and signature. Send or deliver form to Denise Wallace, Fine Arts Secretary, room 315, Education Support Center.  Must be original form, not a copy. 
Denise Wallace will make arrangements with professional for finger print check.
Certified Auxiliary/Private Lessons, Consultants, etc (already fingerprinted): CHRI

Criminal History Record Information Form - Pick up from fine arts office or download from fine arts website, requires date of birth, social security, and signature. Send or deliver form to Denise Wallace, Fine Arts Secretary, room 315, Education Support Center.  Must be original form, not a copy.
Clinicians under Director Supervision: No Requirement
All necessary forms must be turned in at least 10 days before first contact day with students.

For inquiries contact:
Denise Wallace

Amarillo ISD Fine Arts Secretary

7200 West I-40

Amarillo, Texas 79106

(806) 326-1341
denise.wallace@amaisd.org 
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Travel with Students Guidelines
**Good rule of thumb: when in doubt, turn in all receipts**

All receipts for which you are being reimbursed should be itemized, originals. If there is no original available to turn in, please turn in a copy and make a note as to what may have happened to original.

On meal receipts themselves, please include tips associated with that meal.

Include them as part of the meal in the meal portion of the travel form. These are the only tips that are reimbursable. All other tips will be deducted.

Hotel bills absolutely must be itemized. AISD is exempt from state taxes at Texas hotels. A Hotel Exemption form can be printed off from the AISD website.

From the home page, click on Employees, then Activity Fund Manual. From the

Activity Fund Manual page, there is a link, Hotel Exemption Form. Click on this link and print off the form for use at any Texas hotels.

When checking out, or when submitting hotel bills, please review the bill for the items the District does not reimburse including: personal telephone calls, personal internet use, movies, gym use, tips, and Texas state taxes, including parking taxes.

AISD does reimburse for city, county, local, and other required hotel taxes.

For travel outside Texas, all required taxes, including state taxes, are reimbursable.

Please note: lodging expenses for travel within Texas shall be paid by the District at a rate not to exceed 200% of the Texas state rate. For travel outside of Texas, lodging expenses shall be paid by the District at a rate not to exceed 200% of the federal maximum lodging rate for the travel destination. This rate can be found on the Texas Comptroller’s website under Finances & Economy.  Anything above these rates will be deducted from your reimbursement.

Please remember, there is a strict 30 day time limit for reimbursements.

Reimbursement requests must be submitted within 30 calendar days of return from travel. Requests submitted after 30 days will be denied.
Quick Travel Guidelines
**Good rule of thumb: when in doubt, turn in all receipts**

Travel requests must be submitted online through PeopleSoft and require prior

approval. Upon return from trip, the Travel Release Time in PeopleSoft must be

completed, and the Expense Report and Board Report must be signed and

turned in with receipts.

All receipts which are being submitted for reimbursement must be itemized

originals. (Please keep copies of your original receipts in case the original is lost

in the mail.)

Hotel bills absolutely must be itemized. AISD is exempt from state taxes at

Texas hotels. A Hotel Exemption form can be printed off from the AISD website.

From the home page, click on Employees, then Activity Fund Manual. From the

Activity Fund Manual page, there is a link, Hotel Exemption Form. Click on this

link and print off the form for use at any Texas hotels.

When checking out, or when submitting hotel bills, please review the bill for the

items the District does not reimburse including: personal telephone calls,

personal internet use, movies, gym use, laundry, entertainment, tips, and Texas

state taxes, including parking taxes, etc.

AISD does reimburse for city, county, local, and other required hotel taxes.

For travel outside Texas, all required taxes, including state taxes, are

reimbursable.

Please note: lodging expenses for travel within Texas shall be paid by the

District at a rate not to exceed 200% of the Texas state rate. For travel outside

of Texas, lodging expenses shall be paid by the District at a rate not to exceed

200% of the federal maximum lodging rate for the travel destination. This rate

can be found on the Texas Comptroller’s website under Finances & Economy.

Anything above these rates will be deducted from reimbursement.

There is a strict 30 day time limit for reimbursements. Reimbursement requests

must be submitted within 30 calendar days of return from travel. Requests

submitted after 30 days will be denied.

Employees should make every effort to select the most efficient and cost

effective method of transportation. If driving to a major city, the District compares

cost of mileage to that of a flight on Southwest Airlines. The employee will be

reimbursed the lesser of the two amounts.

The exception to this rule is when more than one employee travels in a vehicle

and the cost of mileage is less expensive than more than one flight. In which

case, everyone who traveled in a vehicle must be noted on the Expense Form.

When an overnight stay is required, meals are reimbursable. If departing

Amarillo after 3PM, employees are allowed half the per diem rate. When arriving

back in Amarillo before 3PM, again, employees are allowed half the per diem

rate. Otherwise, the entire per diem is reimbursable. The District no longer

requires meal receipts, however, reimbursement for alcoholic beverages and tips

are not allowable.

A QUICK REVIEW:

A few items which are reimbursable are as follows:

Business telephone calls

Internet use for business purposes

Toll fees

Parking fees at hotel or convention sites

Authorized vehicle rentals

Gas for authorized vehicle rentals

Required hotel taxes

Conference registration fees

A few items which are not reimbursable are as follows:

Personal telephone calls

Movies

Entertainment

Laundry

Gym fees

Alcoholic beverages

Child care

Tips & Gratuities

Any costs associated with companion(s)

Texas state taxes for parking, lodging, internet use, telephone use, etc

The information above is to be used only as a quick reference. For more detailed

and complete regulations, please peruse the DEE Regulations available on the

AISD website, as well as on the first tab of the travel release time.

If you have any questions, please feel free to contact Jackie Gonzales, Kristy

Romero, or Terri McCormick in the Accounting Department.

MUSIC TRIP REQUEST PROCEDURES

· Review District Policy regarding trips for music organizations.

· Initiate the approval process at least 3 months in advance (much earlier if possible.)

· Complete the Trip Request Form (below)

· Submit the Trip Request Form and a letter describing the nature of the request to your principal for approval and signature.

· Forward the form and signed letter to the Director of Fine Arts who will send it on to the Cluster Director.

REMINDER

All trip monies due from participants must be paid and deposited prior to trip departure.

The Office of Instruction will facilitate final approval through the Cluster Director and Music Office.

Music 
Trip Request Form

Date Submitted 





Sponsor 








__________________


______
__________




                                   School






Organization

Activity 





Date/Location

Purpose of Trip

         Means of Transportation



      School time to be missed

Funding sources

Number of student participants
       Number of sponsors


Cost per student

Comment:

         Principal approval




        Date

******************************************************************************************************************************
Director of Fine Arts

Comments:

Approval: 













       Director of Fine Arts



Date

Cluster Director 

Comments:

Approval: 













      Cluster Director  




Date

*Submit this form to the Director of Fine Arts accompanied by a principal letter. 
Request for Release Time

Release Times must be entered and approved before you travel.
Expenses will not be reimbursed if release times have not been preapproved.
Make sure release times are entered 2 weeks prior to your trip.
Name: _____________________________________  School: ___________________________

Dates of Travel: ________________________________________________________________

Professional meeting, conference or workshop: _______________________________________

_____________________________________________________________________________

Location: _____________________________________________________________________

Will a substitute be required:   Yes   No

Estimated amount of district funds required: $________________________________________

Will airline tickets be charged to AISD?   Yes   No

If yes, flight information must be entered on the release time before it can be approved:


Airline:


Departing flight date:__________________
Departing flight time: _________________


Returning flight date:___________________ Returning flight time: _________________

If you are receiving compensation for your trip other than from AISD, please provide budget code: 
_____________________________________________________________________

Send completed form to Denise Wallace, denise.wallace@amaisd.org 
Bus Request
Email completed from to music secretary, denise.wallace@amaisd.org, 2 weeks in advance of the trip.
Campus:




Organization: 

Transportation from:  


Transportation to:

Purpose of trip:

Requested by:

Date needed:

If overnight trip, date returning:

Number of students/sponsors to be transported:

Number of Buses:

Start Time:



End Time:

Special Instructions:

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
Rules for Motor Coach Buses
· no one sits in the jump seat or crosses the yellow line while bus is in motion (mandatory) 

· only the bus driver operates the storage compartment doors (mandatory) 

· only beverages with screw top caps are allowed in the passenger area (preferably water) 

· any meals to be consumed on board the bus must be properly supervised (no pizza or fried chicken will be allowed)

· no sitting or leaning on seat arms

· do not put knees in seats or pull on seat backs

· players and coaches will pick-up all trash prior to debarking the bus

· do not ask drivers to back-up the bus

Revision to these rules may be necessary as we learn from actual operation and experience.  

The Board of Trustees has invested over one million dollars in these buses and we all must recognize our responsibility to maintain and care for them. 

MEAL MONEY





Breakfast
$5.00 per meal

Lunch

$7.00 per meal

Dinner

$7.00 per meal

RECEIPTS

1. Meal Money:  Use the STUDENT MEAL MONEY form (copy attached).  Include the names of everyone eligible for meal money.  Have the person receiving the money sign the list as verification that the money was received.

2. The list and all receipts should arrive at the Education Support Center accounting office on the FIRST WORKDAY following the event.  If money is left over, return it to the music secretary and get a receipt for unused portion.  Do not send cash through the school mail or leave the cash at the ESC without receiving a receipt.
3. The meal money is intended to cover the budgeted amount for the student participants and sponsors making the trip.  Please request money for the actual number of anticipated students and sponsors.

4. Additional requests for meal money cannot be processed unless prior receipts have been received by accounting.  
5. If meals are purchased for the group by the director, turn in the original receipt from the restaurant to the music secretary.

6. Make 2 copies of the completed form:  One for the music office and one for your records.

Student Meal Money Form
ORGANIZATION: _______________________________________________________

EVENT: _________________________________ DATE: ________________________

PLACE OF EVENT: ______________________________________________________

DIRECTOR: ___________________________ SCHOOL: ________________________

Student money is pro-rated at $5.00 for breakfast and $7.00 per lunch/supper.  The number of meals is determined by the time of departure, time of the event and time of return.  Please complete the following form to serve as a receipt for meal money.  Make 2 copies - submit original to the accounting office on the FIRST SCHOOL DAY FOLLOWING THE RETURN FROM THE EVENT.  GIVE ONE COPY TO THE MUSIC OFFICE AND ONE COPY IS FOR THE DIRECTOR’S FILE

	STUDENT
	NUMBER MEALS
	$ RECEIVED 
	STUDENT SIGNATURE
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[image: image7.emf] Extracurricular
An extracurricular activity is an activity sponsored by the University Interscholastic League (UIL), the school district board of trustees, or an organization sanctioned by resolution of the board of trustees. The activity is not necessarily directly related to instruction of the essential knowledge and skills but may have an indirect relation to some areas of the curriculum.  Extracurricular activities include, but are not limited to, public performances, contests, demonstrations, displays, and club activities, with the exception of public performances specified in paragraph (2) of this subsection.

(1) In addition, an activity shall be subject to the provisions for an extracurricular activity if any one of the following criteria apply:

(A)   the activity is competitive;

(B)   the activity is held in conjunction with another activity that is considered to be extracurricular;

(C)   the activity is held off campus, except in a case in which adequate facilities do not exist on campus;

(D)   the general public is invited; or

(E)   an admission is charged.

(2)   A student ineligible to participate in an extracurricular activity, but who is enrolled in a state-approved course that requires demonstration of the mastery of the essential knowledge and skills in a public performance, may participate in the performance subject to the following requirements and limitations.

(A)   Only the criterion listed in paragraph (1)(D) of this subsection applies to the performance.

(B)   The requirement for student participation in public is stated in the essential knowledge and skills of the course.
Texas Education Code

[image: image10.png]Charms Office Assistant - Windows Internet Explorer

G':ﬁ" [ it 10 charmsofficecom| e = 1rory. oo o [B][%][x] [£F 0= [2[)

Fle Edt View Favortes Took Help

S Favorkes | i ] web sice Gallery -

% Chamms Office Assistan BB - O @ - e seferye Toose @ 7
CHARMS OFFICE ASSISTANT
AMARILLO ISD LIBRARY INVENTORY MUSIC
AISD BAND STAFF

= viewmontr R 4 Reports || TRoRT/ExoRT W

LIBRARY NUMBER ﬁ 'SCAN COPY 1

o

March from Symphonic Metamorphosis

Title: | March from Symphonic Metamorphosis

‘Composer Hindemith, Paul A Publisher Choose Publisher
Arranger Keith Wilson A Copyright Date

Category Other =~ Catalogue Number

Instrumentation Date Purchased

Library Code Number | c2528 Condition

Number of 2 Last Performance
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