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Let’s get started... :
1. Review Regulation & Notice 8424 :

2. Refer to the checklist to complete ADM-24

Booster Club,
PTA/PTO Managed,
Fee-Based Classes,
Clinics, Leagues,

3. Complete the ADM-24 application including
promotional flier.

All documents are available on the
Community Use Section Website

under “Booster Club, PTA/PTO and Youth Camps
Managed, Fee-Based Classes, School booster clubs and PTA or
Clinics, Leagues and Youth Camps” PTO/groupsimanages variety ot
fee-based programs that benefit
students such as after-school
Go To: WWW.prS.edU classes, clinics, and camps. Find
SearCh for “Booster/PTA/PTO” out how to reserve space for your

programs.



http://www.fcps.edu/
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o
HEQ ulatiorn arnd MNotice 54249 PUBLIC SCHOOLSy
Be sure to cheeck badk o rewview changes arnd up-dacres o School Board Regulation 8424, Imformaciom ENGAGE * INSPIRE * THRIVE
regarding School Board Motioe B424 is prowided bslowr. The Comemunity Lise Section proviedes infornmaticonal
mestings seweral timses a year on Regulatiocm amd Motice B4224 to assist booster clubs arnd PTASPFTO. Please ‘ H

wienww thee mesting dates list prowidded baelbones,

1B Crverview of Regulatorn and Motgcs 3424

Flease rewvieww the following pdf om Uinderstanding Regulation and Modoe 84249 as it prowvide s details from
FReguladon & MNotiocse B424, ared Frowr o comypleoe the ADM-24 applicacion. It will assist ywou wwith
umderstanding the process, and how o complete the applicadgon.

I Imformatiocon mestings to assist booster dubs amd PTAPTO -
The=e mestings oocur s=everal tmes a year assisting booster clubs and PTASPFTO meambers with
umderstanding Regulation amd Motice B4234 .

Applhication Formn ADR-24

Please review thee followwing ADR-24 Chedcklist as it will assist oo ster club amnd FTAMFTO represenoatinees im
completing thye A DM-24 form. The ASpplicacon Fornm A0 -24 mauase be comyplesed by managing orgamizadgon.,
and approwed before activity can begin. Fornm A0 -2495 and ADR-2Z2498 need oo be compleved onoe the
sctwvity has ended if any employes is receving pasyy- Please Moobe: ADKM-Z24B8 inchodes calowlations that
ocreate problerms in Google Chrome and swhhen using Apple and handheld dewices. Dpem

wsimg Intermet Explorer or dowenload from the wreb to your deskbop. and open in Adobe Reader.

I ADn-24 Checklist
Assists booster dub ard PTASPFTO representatves in complbeting thee ADM-24 form

Application Form ADM-24 BDDStEr CIUb,

I adom?a
APFLICATIDHN FOR BO=CDSTER CLUB. FTA. OR PO MAaRAGED FEE-BASED CAMPS. CLASSES, CLIRMICS, ARDY PT PTO Manage j
LEASLIES

= s Fee-Based Classes,

Booster Club, PTA. or PTO Managed Camps, Classes. Clindcs. ard Leagues - Finandcal Saoement

. .
I ADM-2460 Schwool Support Organizaticn Hourhy Pay Reimbursemsent Workshees C | I nICS‘ Leag ues1
AR -Z4 b Worksheet for hrowrd sy employess supportng school supp-ort

School booster clubs and PTA or
Approwved Independent Contractors

Please check the Approwed lIndependent Conbracoor list belows for updates. I you are an indepemndent PTO grﬂupﬁ nlanage a VdrIE[Y ﬂr
contracthor, and wwould Blee more infornmation on hoss b becomese an approved imdependent oonbracor,

please aermail us at fiopscommunbdtyu sedE@fc psoedu. fee-hased pl’ﬂgrﬂm‘i that hEhEﬂ[
students such as after-school

IH Approved Indeperndesnt Contractor List - i :

Please review the list regularty sirce updates ooour often. clasﬁe‘;. C“ﬂl[:‘_:,r and Campﬁr F'r‘d

ool T out how to reserve space for your

Please revieww MNMotoce 3424 belows. This Rotice comtains mficrmation reladng o emyployses compemsabion, F)I'Dgrarﬂﬁ.
partcipant fee lmit, and procedures for BoosterdPFTASP T reimburserment oo FCPS.

Actiwvities: July 1, 2017 - Jumnme 30, 20018 MNooce 3424 (Fiscal Year ZI07 8]
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Regulation 8424

e Approved activities have priority from the end of the school day until 5:30pm & on
weekends

e Student/Supervisor Ratio: shall not exceed 25:1

e Managing School Support Or%anizatio_n (Booster/ PTA/PTO) shall be fully responsible
for controlling and managing the activity, including all accounting.

o Fees Collection Process:

-If handled by School S_U{)pqrt Organization - by direct payment in check/cash,
or by online or automated registration and payment system

-If handled by Independent Contractor - by online or automated registration
payment system

e FCPS Adult & Community Education (ACE) FLEX & GLOBAL classes do not need to
be submit an ADM24 because these programs are provided by FCPS Instructional
Services Department.

e All student employees and counselors must be at least 16 years of age.
¢ Any Independent Contractor is subject to a yearly background check

Notice 8424.

e FCPS Employee paid as an Instructor: not to exceed Pay band 11
e Fees: not to exceed $15 per hour + actual cost of supplies & materials
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Application Process — What is due to the
Community Use Section (CUS) BEFORE activity
can be advertised?

— Application ADM-24- (fill-able online, but ALL signatures are
required)

— Promotional Flier- (must clearly identify the sponsoring
organization)

— Approved Room Request in the CommunityUse system

Submit by deadlines:
Fall — September 15
Winter — October 15
""'""."-7'— Spring — January 15

Summer — March 1

Applications received after the above dates
may be accommodated if space is available.



Checklist for Completing Application for Booster Club, PTA and PTO
Managed Fee-Based Camps, Classes, Clinics and Leagues

Checklist for Comypleting ADM-Z24 Application for Booster Cluly, PTA and PTO Managaed Fese-
Basaed Camps, Classes, Clinics and Leagues (Regulaticom S424)

Al imiformadion and formes elsdng o these scifvifies are bocafed on the web st wanw fops eduw, search for " Boosfen T AP TO

Glueshions relafed o these acivibies and the appficaiion process can be direcfed o dhe Commuursily Uise Seciion
at STrf-423-2340.

Applicatiorn ADE-24 Process
Appiicsbon degsaiines: Fall Use — Sepfemiber 150 Winder- Ocfobser 157 Sprneg — January 1.5 Summer — Adarch 1.

BoosterPTAPTO Responsilility: Complete page 1 of ADM-24 i using wolunteser or imdependent conbrachor_
Complete pages 1 throwgh 3 if paying any FCOP S employeses. Promotiomal flier must accompany the ADM-24
applicatiomn.

Ensure all guestons 1 fuowgh 12 hawve been answesrnsd, where apphcable

Ensure promobonal fier cleary states e managing organization (=.g- Aldrin Elermentary
Schocol FTA Presents.___ Annandaks High Schoanl Athletic Boosters S pons-ored )

BoosternPTAPT IO represemntative contact imfomaton and signatune

Class, Camp or Chinic Dirscior or 12 contact information and signaburns

FPTA rep sheoauld coondimm spesciffic noom assaprement with scfwoeod offices
School Personnel Responsibility (before sending packet to Community Use Section}

Wernfy that BEoosterPT AP TO hawe compisted all sectons abowe

Frincipal or Desspnee apprnowal and signabere with date

Ensure that applicatGon and flier (double: check BoostenPTOYP T sponsorship is referenced)
are approwved by prncipal and Community Use Section before any adwvertising

Forwanrnd application and promeotional fiyer o the Comemunity Ulse Secbon

by scan and email o poasr cormmunity use specalist, or fax S71-423-2247 or pony mai o the
folowing addness:

Comemnunity Lise
Faehouss Admin Semnter — Subs 2200

Thee Community Ulse Secton will process e application within S busimess days by sending an email with spprowed
applicaton to the boosternP TASFPT O rep and the schools prmary FSDrect contact responsible for balding wse

BoosterdPTAMFP T Responsibility: AFTER activity is completed and ONLY IF employeses amns recaining
coomypensaticn by FOPS (see Notice B424, Aftachment Bj).

T FOFE Acoownfing Secihorm:
ADM-Z24B ({Recomnciliaton W orksh=st)

Check payvable o Fairfax County Pulblic Schocols for reimbwrsement of salanes
paid o any FCPS employees

A -Z48 (Fnal Financial Statemeaent)

ADM-Z24B ({Recomnciliaton W orksh=st)
To School Finance Techrmicisim:

A48 (Fnal Financial Stabemeant)

ADM-Z24B ({Recomnciliaton W orksh=st)



e, APFPLICATION FOR BOOSTER CLUB, PTA, OR PTCO MANAGED
Fairfen Conmty FEE-BASED CAMFPS, CLASSES, CLINICS, ANMD LEAGUES
M -

[

Fee based activies (camps, classes, dinics, and lagues ) with Fairfaes CWWMMFCFEJPMWWWQEM
1-3; activities using volunteers o Independent Confractors cormplete page 1 onfy. Applicatton rreest be submitted to the Cormereenity Use
Section at least 15 business days before activity begns. A copy of the prosmotional fier muest be subrmitted with all appiicatices.

Financial documents [ADM-248 and ADM-248), are reguired to be submitted to the Community Use Section (CLIS), within four weeks of
the dose of each activity with FCPS paid emmployees.

1. MName of Booster Club, FTA, or PTO

2. Mame of Activity
3. Actwity Date(s) Musmier of Days IS 1w 38 I 1 1ha | 3 F =
P, (i S5 St e e
4. Daily Activity Tirmes, HMumber of Howrs: per Ciay
5. School to Be Used Location: {e.g . gy, cafeteria dassroom, fields)
8. Estimated Mumber of Students Students Age or Grads
7. Total Cost Per Participant B Swuppiy Fee Incheded | Yes [} Mo HYes suppivcost3
B. What Type of Instructor(s) Are You Using? (please check all that apply)
Fm“ﬁEnWyeetmgpanyrﬂﬂrsmrﬂ . FCPS bEnmpioyee (woluntesning for this actvity)
. Independent Conracior Ll Wolunteer . FParent Wolurbeer L Instrector Who Needs to Becorme an Employes
8. Who is Responsible for Handling Registaton and Payment? . Booster, PFTA, o PTO | dependent Contractor

100 B Usang an Independent Contractios (12}, Please Provide the Mame: of the Compaey.

11 H’H's!nganlc Ir‘ﬁppealsmﬂveAmwedVaﬂorL:szat'
l‘an ICMMSICWGCUEEEFEREM@AM—%FWW

12 i Mot Using an 2, Please Prossde the Boosters, PTA, or PFTO Insurance Company Name and Coverage Lmmits.

IMErance Company Mame Cowerage Limits

%:smhasbeenmbymeﬂomum PTA. or PTO and will be under the Booster Club, PTA, or PTO directice.
We hawe reviewssd the cument versions. of Regulation B424 and MNotice 8424, agree o the regussment therein, and recgueest your
approval for this actheity. Promotional material feer fo activity is attached.

Booster Clulh, PTA, or PTO Representative (please prnt) Signature

Phone Mumibses E=-Ma [me=T=]

Camp, Cimic, Class Director, or Indepencent Contracior (piease print ) Signature

Phone Mumber Edas Diate
O APPROVELD 0 DISAPPROVED Coomuments:
1 APPROWED [0 DHSAPPROVED Comenents:
Commurety Lise Section Crabe

ADRS-24 (10716}



Completing the ADM-24...

When using an
Independent
Contractor OR
volunteers or an FCPS
employee who is NOT
receiving pay.
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Process when activity is using an IC,
Volunteers or FCPS employee not
receiving pay.

Complete the ADM-24 - Page One ONLY.
‘Make sure you have filled out page one completely

‘Boosters/ PTA/PTO Representative, IC or Director
Information, and Principal Signature are a MUST

Email or fax the ADM-24 & promotional flier to the
CUS for final approval

-CUS will email approved ADM-24 back to school
& Boosters/ PTA/PTO persons.



AFPLICATIION FOR BOOSTER CLUEB, PTA, OR PTO MAMNAGED
FEE-BASED CAMPS, CLASSES, CLIMNICS, AMD LEAGLIES

ASSCaie » s B4 0 i Ewes
Fieae based aclivilies (camps, dasses clinics, and Eagues] willhh Faifas Sownty Public Schoocla (FISPS) paid emphoyesss comphsbs e gess

1=3; actsibes using waluntessrs or Independent Conirachors complete page 1 onby. Applicatomn meust e sabrmitbed o the Comimearnty Lise
Sacikam 8t lesst 15 business days balfore actwiby Daegirs. A copy of the prormeotion sl Thhar s B s beninied weith sl apelicetomns

Fimancial dosurmenbs (&5 OM-245 smd ADR-Z498], ares recuired bo be sobormiibesd o thee Somnrmom by D Sectenm (OUS), within focur eesaios of
1he closes af amch actiwiby withh FEPS paid am ployeas.,

Mame of Booster Chub, PTA, ar PTO_ Any Elemendery School PTA

1.
2. MMame of Sctivity Chess ClasseiClub
3 Activity Dabte{s] et 3 - Dec 12,2017 Humber of Days L CIs COm AT COww T The CIF O Sat
— Pl Tmci; S8 Sy Cess
<1. Daily Schwity Timeas dpm - Spon Humibesr of Howrs per Dy |
B Sonool to Be Used Any Elementory Schoal Locaticm: {a.m., gym, cafsterna, dessroom, fiskds] TafoeteTia
& Estimatad Membes of Sudans =5 St enbs Sge or Greds_3-3 grasle
7. Total Cost Par Pardicipamt & 1 KO, Mk Supply Fee Included ] Yes [ e IFves, supply cast el i)
B Wihat Type of Insbhroachon{s] s Yo WisingF (plesse chwack all et sophy)
[0 FCPS Employes receivimng pay Tor dhis sty [ FCPS Ermployes wolunbe=ering for this aclivsily} -
Independent Coetracios [ wolursesar 0 Passent Walurtbessr ] Instrucior ¥Wihe Meeds 1o Becomea an Emaplopas
9. Wi is Responsibhe kar Handling Registration and Payment? [ Booster, PTA, or PTO B Indepamndent Coriracton 2 4

10, I Using an Irdessa edont Conirsecsor (1G], Pleass Prowicde e Mame of The Company.  US Chese Canler

1. HUI%!Q an 1S, 1S Appeans on Bhe Approwesd Wendor Lisd abl b oo e, 1o pe sdudsiessdd slau b issim edi e pa el
weas [ ai}?‘up I e-

If Pla, M Mesd Contact CUS BEFCHAE Submiting ADR-24 For Approyval.

AZ. IF Mot Using an 1S, Fleasas Frovide the Boosiers, FTA, or PTOD Insuranoce Compan MNMams and Sowvarsges Limibs.

Inssiransce Corrieery’ P aness Corwssar@ pe L imies: Pa&e

This actrsity has been approused by e Boostes O, PTAS, or PFTO aand will e oncers e Boosser Chao, PTA, or PTO cirmctcon
Wikz Ngses ressbaaaed The cunrent werssons of Requlation S424 and Mobos S424, sgrese bo e reguirement tharein, and requeest y
appraval for his aclivity. Promotional madesial Mier B aclivily is aklached n e

MLary Smith %M—afﬁm

[T ™ =T epresaniatnee (please orrk] Skamabars [y
{703k 5S55-1Z1F :-ru.-y_m-ni!'l-&'.‘.F'T.F-..:rrE_ ARl 2017
e Pdurnbeser EAdai e [ =T

Jae Thesx ﬂ I::'-{_..(,_ ]I:'i’_\ __..g?_ﬁ
CamE, Clires, Class Deaschor, or Indepaenckent Condrachor [pleasas prirt) Zkgmaturs

[TEEy S55-25F35 JosesEic bres s oender. coam o = LN
Frhone Mumbes E-8dail [EE=E
>—,E(Jmuzn 0 DisaAPPROWED ComeTanis.:

il T O T L fjﬂwﬂcﬁ e e S T
Oai=

Princpal or Desgres

] aPFROWED [ DeEapPROVED Caormamrenits:

Community Uise Seschon Dabe

L2 [0 15ME)
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ANY Elementary School PTA Sponsored

Fall 2017 Chess Club

=

Chhess clulr is tawught by expariercesd CHESE CTlul 0C
Chiess playesrs and educators using a curriculurm
¢ deweloped by Mafional Masioers, Each svoo kly Sesseon
i= @ mix of learming and play. Playing chess is & great
way o desslon & ohibkd's ortical thimkimg skills,
! sportemanship, and patienoe — all whils having fund!

REGISTRATION

sy | C s sl BT ST

Cheass Club Detmiilss

—=  Jll prades and skl lewvsl=s gyop b orrss = &l sguiipment prosiecked

—  afes: Ches mrebits swery Friday that =chool 1s o Wormee: &0 permy — 90

session storming 201 T ared evegdhiogg 501F = TWuiton- 5166 fos 132 -

—  FAala-wns oon 520 ond B2 F needed = Chuly meeks o the Baridd @oosn
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When Hiring an
Independent Contractor (IC)

IC must be on the Approved IC List

IC list is found on the Community Use website under Booster/PTA/PTO
If your IC is not listed, please call the CUS at 571-423-2340

Per Regulation 8424, ICs must provide the CUS proof of insurance and the IC
employees working with students will go through FCPS Human Resources
(HR) background check and fingerprinting process.

|C badges must be worn and visible while on FCPS properties.



PTA/PTO/Booster Approved Independent Contractors Per Regulation 8424
qt QLpartial ARR

Vendor Name

5-6-7-8 Dance, LLC

A Class Act - Acting for Young Peo

Abrakadoodle

Absolute Training

Academics and Music, LLC

Academy International

Acting Out! With Professor Toby

L een.sh
Important! This list is for information o

Vendor Type

Athletic Related

Enrichment and
Hobby Related

Enrichment and
Hobby Related

Enrichment and
Hobby Related

Enrichment and
Hobby Related

Athletic Related

Enrichment and
Hobby Related

Address

6301 Stevenson
Avenue, #5808

Alexandria, VA 22304

5506 Talon Court
Fairfax, VA 22032-1736

6309 Custis Parkway
Falls Church, VA 22042

201 Hilltop Road NE
Vienna, VA 22180

1114 Norlee
Drive

Silver Spring, MD

20902
3118 9th Road N

Arlington, VA 22201

15182 Stillfield Place
Centreville, VA 20120-

3818

roved Vendor
se any of these indepe

Contact Name

Martha Krabill

Mary Lechter

Susan Walia

Susan Kenney

Slavik Tsimura

Martin Conquest

Toby Chieffo-Reidway

Telephone Number

360- 821-9000

703-307-5332

703-538-4278

703-319-0830

267- 808-9853

703- 816-0244

703-919-4441

Contact Email

martha@5678danceclass.co

mary@afyp.org

swalia@abrakadoodle.com

skenney201@gmail.com

slavik@academicsandmusic

sports@academyinternatio

tmc26@georgetown.edu

Ldist below — updated throughout the year.
ent contractors.

Web Address

www.5678danceclass.com

www.afyp.org

www.abrakadoodle.com/

www.myabsolutetraining.com

www.academicsandmusic.com

www.academyinternational.com



When hiring an IC, using a
volunteer,

or an FCPS employee
NOT receiving pay...

No closing paperwork is required

00
7



Completing the ADM-24...

When using an FCPS employee
who is receiving pay
through FCPS payroll process.
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Discuss with employee the hours to be
worked and the pay band they will paid.

Adtmaachamesmt B
o e B g
Eiifeciine— G2 217

See Step One on Attachment B of Notice 8424.

FPro=ceclumess Tor Socdhyo=ol Sapeeoert COrmgamnizEatioms Reimibllrursammesent Paytmreemit o FOPS
Im=trusctaaorrs (FCOCOCPS o popaind smyeloyeesas=]) o Clhassaes, Climics, Leasgues=., sl Camyees:

ey = P — e

T = school sugprpost organi=atbeon preeares budgget to determesese @acbhaal ameount
ESctiwity director., & ook besppeer., @anddfor insruachors: camn be paiid (mot greasbes
thaey Frowriy ay barwd 171 3.

Heaep im miind that 7085 percent for FICAS neaeds o be audded b the heoasrly
Eanmnd armeount o detbermmiaree bmee st T e curmrent scal psear howurhy pay ands
Fior at—wwill ermployeass showhd e used when detsrrm ining payrmeaent (Satachrment
S

ey e I o iy

Employe=ece mMuust == paid thhrough the FCFPS haman resocasrces mvbEmrmms ation
swy=t=rm (HFREI=] My Tirme. Teme shhould be entered on a weeklhy basers

T = fumnd coode b Bbe wwsaed e By T imee s = 508 - 200171 The “=xxwx” m=epressntks
the schioeod coed e

SfFier thhe acbohwity is oo pleted | the schoaol suppport orgarmismatemsn e pres s babnese
txtal= all salarns=ss for  insruchboers using reports o the HRES By T ime and the
Fermburssmmeant W orkshest (ADMM -9 5 ) prowedsd omn e oy ity U s
waslhsite . For mmor= inforrmateon. go o weeersess fopis edu . search for
Boostern P TAF T O

Sy Foear T = schoeo] suppoert onganizsteon  epresasntabers sends thhe corm pisbea
Ferm burssmeant W orkshest (ADM-Z24E ) and check payabhbs o FIOCOFSC

FCOFS Accountimnmg Cp-eratiomns Sectiom
E115 Gatehouse Road,. Swuithse 4300
Falls CThurch. WS 2043 1203

o
Fimnancial statermeant (SAOR-294 8 5 ad Reimburs=srmeaent Viorksha=t (S -Z45 )
syt ba:

FCOFPFS Community ise Sectiom

E11S5 Gatehouse Road.,. Swuibse 3200

Falls CThurch. WS 2043 1203

A

HSochool Fimaurce Teachmiciam
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Process when hiring an FCPS
employee...

Complete the ADM-24 - Pages One & Two

Make sure you have filled out the ADM-24 completely
- Page Three is necessary when using Student Counselors
or Guest Lecturers (primarily hired for summer camps)

- Boosters/ PTA/PTO Representative, Activity Director
Information and Principal Signature are a MUST

- Email or fax the ADM-24 & promotional flier to the
CUS for final approval

CUS will email approved ADM-24 back to school &
Boosters/ PTA/PTO persons




2 APPLICATION FOR BOOSTER CLUB, PTA, OR PTO MAMNAGED
Fairfac Cou nty FEE-BASED CAMPS, CLASSES, CLINICS, AND LEACGUES

Fen based acthvibes (camps, dasses. clinics, and leaguea) wilh Fairftaxs County Pulblic Schoolz (FCPS) paid amployesa. complete T
-3 activitisgs using walumssrs or Independent Canfractars complete pege 1 only. Apglicetian must ba submibad 1o he Camemurety Lise
Section af least 15 business days bafore aclivity Degins. A copy of e promosicnal fer muss e submmitted with all apglicabons.

Financial documenls (S0 -248 and AOM-248), are reguired (o be submittad to the Commumily Use Ssctiom (CLS) within four weakes of
ihe closs af amch activiby with FOFS paid emgl opeses .

1. HMame of Booster Clul, FTa, o PTO  SAay Elemoncary Schoad PTA

2. Mame of Aoty At Clhuak
5. Activily Dofais) Ot 5 - Dec 14, 20107 rumbsar of Devs L s [ [J7 CJww A The [JF ] St
Flegis Cheon o8 S Derss
=4 Dsai by Acdieity Timeea,  dpm -Spam Mumber of Hours par Chay |
5 Sohool o Be ised _Sny Elamentary Lacation: (a.g , gym, cafeteria, dassracm, fskdes) POD A
6. Estimabed Mumbsr of Students 1=z Studenis Ao or Grade | - 3 prades
¥ Tofal Cost Per Parmcpant 3 SoD 0 Supply Fes Included [ Yes [ ™o IT Ve, supphy cost 5 SO0
8. What Type of Instructan{=} Are You Using? (peasas check all thal apply) AD M -24
W FoPs Emgloyes [nacesving pay for this actheity) [0 FCPS Employes (waburdeanmg for this actisesy
[0 mnodependant Conbrachor [ “rolesrriessr [1 Perant Wolurbessr [J insstruchor WWho MMeads o Becomea an Employes
B Weho s Responsibie for Henging Fegestration and Payment? [ Booskes, PTA, ar PTO [ Indeperdeant mrp e
AL I Using an Indepaendent Camtraciar (1C), Please Provicde the Mame of the Compeny.
T M Uaing am 1S, IS Appaomrs on the Approwed Wendos List at hmwwmlwwme
0 we= 0 ro
H Rlo, S st Comact SIS BEFORE Swehmittireg S0 M-249 For A roeall
1TE H Mog Lising an I, Flease Prowids the Boosters. FTA, or FTO Insurancs SCompany Mame end Cowverages Lirits, o ne
FTA Insarancs Cosmsapmay I Chem Limbility
Bresi e B rele Cormpany Name e rage Limits

This &ciivity has Desn approved oy The Baostar Chub, PTA, or PTO and will be wndes fha Boostes Club, PTS, or PTO direstian,
Wim harse avisteed the curmnenl versiaons of Requiaticn 3424 and Mocos 5424, agroe bo the requirement Thersin, amcd resguess =y
Bpproval Tor lthis acivity. Promoticonsl matesial Meer bo sctiviby is astaeciiesd,

hlary Smith Lﬁ/%?n:f’ﬂ{:rf -:ig?}m—énf-ﬁ{_

Bog=ter Club, F LA, or PTO Repressantabive (phaass prrt) Signabsa
O3} S55-1212 mary sl th i@ P T A cog OIS 2017
Fhone Mumbar E=Falzil } . W
Susie Art Directos Seca e — e o
Cam, Chnic, Clase Diractor, or Indepandesnt Coantracior (plasss print) Bigriaturs
(FOE) SES-S545% Susied el fcps. echs UL i Pt B
FRcams Pt E-rmil Crate
& PP ROWIE D ] DsaPPROWVED LT T e T
%t_&%{q e g DSUADS T
Principal ar Desigrse - [T
0 aArFPROWED [ BiSAaAPPROWELD O ey s =
Commainesy Lise Sechon Crabe

ADPd-2 F1101E0



CAaMPF, CLASS, CLINIC:, OR LEAGUE PROPOSED BUODGSGET™

At CTlhab Ay Elermsent=ry Sokbosnd ot 5 — Dwesc 1, 2007
[Suctivity ) [(Locatiom) [Inclhusive Dates for Sessiom}
Amy Flermensary Serbwoesd T A S ession 1 oF 1 Session(s)
Booster Clhlub, FT5S, or PTO
ESTIFMMATELD IMNCOME
Fumb-er of Feaes Par Total
Campers Session
12 = Zellsh_ {0 = = 2 SO0 D
= = L ]
= = L]
Total Estimated Incomes = 2 SO0 D
PROJECTED EXFEMNSES
Personn=l (Counselors and Guest Lectursrs listed on page 3)
MHamea Title= A U nE A rmouarnit
Sosie At Direccor Diirector = 810,00 Equipment [(attach list) k=]
Polly Art Teacher Teacher 40000 Supplies 5 D0 O
Turf Replacement Fund 5
ADM-24 Printing s
SAwards =
Sample Fostane s
P_age Custodian (invoiced by SLULIS) =
In=urarnce k=
mo Zrther T-Shirts G000
[pleass speecafy )
Cowunselors (from page ) - 10 OH0
Lecturernis} (from pag= 3) - ]
Total Persaonn=l Expensaes - 1. =300 Total Crther Expens=s - 0 THD
Total Expenses L L - 1 oD D
Frojected MHet Income 5 1000

Disposition of Maet lncome:

CDOFIES OF THE FIAMCLOA] DO UIRENT S AN -Z245 AND AR -Z248), ARE RECHMNRELD TO BEE SUIBEMNMIT TELD:
T THE COORMRBMLUDNEITY IUPSE SECTHON AMD SCHOOL FiINARMCE TECHNICEARM YWITHIN FOUOR WEEK'S OF THE
CLOSE OF EACH SESSHON WITH FOPFS-FAID EMPLOYESS.

ADRTZS [(1L716)

FPags 2



FROJECTED COUMSELOCOR STAFF

(Counselors must be 16 ywears old or rising -4 th graders)

M amme e =) Srade Aot
if applicakzl=})

Georpe Assisiamy 17 11 5 120.04

- ADM-24
~ Sample

—Page
lhree

PROJECTED GIUEST LECTURER{S)
[maEy nod be curesnt FCOPS aeamployes])

Mumnmber
[ E=T 00 k=] of Howrs

ADM-Z4 (11716} Pags 3

School Currently Sttendimg

Any Thigh School

Fese=s

oW oW oW W W W




Classroorm Tegohen

Sample - FCPS Paid Employee Flier

ART CLUB
ANY Elementary School PTA Sponsored

For students in grades 4-6

Fall s alrmrost here so it's time to get your creglivity on and join the APY Es
After-School At Camp. By providing a variety of materals and technigues, each child will
build s=lf-confidence, problem solving skilks and the ability 4o create one-of-a-kind

art pleces that are as unique as they are=.

We o rav, we paint, and we sculpt. Everyone s encouraged to be oreative, o experiment and
to push the limits of their imaginaticon in this apen studlo ermvironment.

In addition to all the fAntastic art, each das gives students the opportunity to develop new
friendships and to spand tHime with other young artists.
Wheen: TUWESDLAY s after school, October 15th — MNowverm ber 246h (& wealks)
Tirrre: Pismissal — 445
Locaticn: ANY Es &t Room
Fee 85000 per student (which incledes are supplies]
e e e i e e B el b el o g et comes e s’ dbands Fleare ST et S feeor dedoer S

et @ P Tl ot seiroe sy it o cheod it i P VT

ART CakdiP RESISTEATION FOFESA
Students MNanpee:

Giracke:

Fleseaes oot

FOFS Togmhar 0F s b amy soestlons ot Tees s SPhops.sdu




Student assistant or other worker
need to become an FCPS employee

Process for Hiring

* The Human Resources — Support Employment
office can also provide employment packets.
571-423-3100.



Att B: Step by Step - Instructions for planning your class budget attachment B

and closing your classes with FCPS paid employees. e T

Procedures for Scho-ol Suapyeort OrnganiEations Reimiburssmeent Pawsmmeent o FOPS
Imstructors (FCOCPS—paid employess) for Classes, Clinics, Leaguess, amnd Cames

e e

T = schoeol sugpport organizastbon prepares budget to deterrmenee acbual amount
Sctwity director. a ook kesper, @andfor insbructors: camn b= paid (not greasber
thamn rourfy pay b=snvd 11 )

HKeep in mind that 7.55 percent for FICA nesds b be added o the hoaarly
Eand amount o deternmines ee st T s current fiscal y=ar hourly pay bhands
TFor at—wsill employess showld e used when determ ining paymeaent (Attachmeant
S

ey Teos

Employese muust e paid throuagh the FOEPS huaman resocarcses mformmation
sy=tem (HREES] My Tirme. Teme shhould b= aentered on a weekly basis.

TEe= Tumnd comde o be wsaed e My Time is XXX -J328-2001. The "=xx" neprasasnts
the school code.

ety

Afber the acthhwity is corm pleted, the school support organizsteon repressnt=tnee
total=s all salares for instrucboers using reports firom the HREESE My T ime and the
Fembursement Worksheet (ADM-Z24 B prowvided on e Community D se
wrelhrsite . For meore imfornrmateon. g e wesew fops edu, search for

Boosten/F TASFPT O

SiEer o T = schoenl sugpport organizsbhon  representatve sends the cormpisbed
Fembursemeant WWorkshest (ADM-Z24B5E} and check payabi= o FICFS:

FCOFPFS Accountimng Operaticomns Section
2115 Gatehouwuse Road, Swite 4300
Falls Thurch., WA 2304291203

AR
Financial stat=ment (S0 -24 48 5 amnd Reimburssment Workshe==t (ADM-Z4B85 )
sart bo:

FCOFPFS Communiity Ulse Sectiom

2115 Gatehouse= Road,. Swite 3200

Falls Thurch., WA 2304239203

A

School Fimance Technician




Pay-Scales for Calculating Projected Payroll Expense on ADM-24

Attachnreent A
Mliotice B424
Effective G0522017

Y 2018 HOURLY PAaY BANDS FOR AT-WILL EMPLOYEES

(School Suppaort Organizations fee-lrased classes, clinics, leagues and youth SurmirmereEr Sarmues§

FLS& - MMomsxesnmpt Leweal

Hoaarihy B ared R == For=sitiorm Foey D= s tioas
Haowurkby Eamnd 1 F10.57 S0 DeDer2ezeps 1 =10 [ ]
{11_33) Uinskilled: seasamnalisammirmsess v
Howurky BEamed 2 F11.93 E= 1 DS e S 03 amd LS04
(12 9=y FRowubne work - student and howrly attendant
Howurky Eand 3 Fi12 23 = L Do e el | S -05 throwgh WS 07
fp 55 Entylewsel, appremntice work . rades tainese
Howrkby BEamed 4 Fi1E5.12 SO eeIrEe D -7 7] S0 thhrowuwgh LIS A0
{1829y Enty-lewvel sdministratvse'sermi-skilled weork: office and entoy-lewesd technical
assistant™mid-leswesd trade trainese. hourdy INnstrucbhonal assistant
Howurky Eamnd 5 Fi17.02 = L o e Sl | Us-11 zumd IS4
{18 32) Technescal adminisorativedsemi-skilled veork: prograsm assistant'sdwanced
trade traines
Howurkhy BEamnd & T892 E= Ll S US-12 and throwsgih LIS-15
21 ) Fulhy proficient administatvel/skillled work: admanistraties assistant'’
business technicicrn traeds weoricer
Houwurhy Eamed T =154 E= D Lol el | S-16 thhrowugh LUIS-18
{Z=x 21} Leadfoygr-aruis oy D speofoscional work - rede/business suparnesasor
intErpreterf registrar
Howurky Eand 8 24 .70 2 L L R | L B
(6. S5O Executies oiffice Sadministragvedrade saam-srvisor work - sxaecutee
administTative aSsst senior tade supernsasor
Hoowurky BEamed S e 20 —20 thhrowuwgh LS -273
a0 =8 spaecialist
Hozurky Bandd 10 24 423 S -24
{(ZA7F.0=) Advancediep-ert professiomnal weork - specialist
Howrby BEamed 114 23T 24 SIONeeeEzep i 1210 S -25 and LUIS-26
I 09 i el work - assistant perarecipald e
speciaistiThnanager
Stuedendt Coach Positiomns
Student Coach 1 5725 =1 i Paacaa s apr ool n | Student assisting with & casmp or dinic
=]
Stusdlent Coach 2 S5 S0 a0 Srudent assisting vwith & casmp o clinic
(B _ D

[T} — Thi= igure imcldes. thee 705596 FIHIC S reim burssmean it resguiimermsernt.

Employee receives hourly band amount for pay, but

please use amount in parenthesis (9)
for budgeting & reimbursement purposes
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Process when activity using
FCPS employee is completed ...

Items below should be submitted with four weeks
after the conclusion of the activity

To FCPS Financial Services: (Gatehouse #4300)
Reconciliation Worksheet (ADM-24B) with employee compensation calculations
Booster/PTA/PTO Reimbursement Check Payable to FCPS

To FCPS Community Use Section: (Gatehouse #3200)

Final Financial Statement (ADM-24A)
Reconciliation Worksheet (ADM-24B) with employee compensation calculations

To FCPS School Finance Technician:
Final Financial Statement (ADM-24A)
Reconciliation Worksheet (ADM-24B) with employee compensation calculations




Reconciliation Worksheet ADM24B Calculates Reimbursement to FCPS

é Fairfax County
FUBLC SCHODLS
Cmgedl v e 1 Mraded

School Support Organization Hourly Pay Reimbursement Worksheet
Choose your school name

MNolice B424

M

ROP DOWN menu &
enter class/club name and dates

Ender Dases af Activi =
R —
Fay | Mo af Pay a. af faw | Ma.of Pay | Mo, al
Name Band | Hours Total Band | Hours Tial Band | Homre Tatal Band | Hears Tzl ToTaL
A
Susie Director 8 6| saeze| =8 6| swasz0| &8 6| s14820 /T $444 50
Polly Ar Teacher 11 10| ssraee| 11 | s33524| 11 7| s260.74 5968.47
George Assstant 502 & $31.60 | sSC2 7|  ss0z0| SC2 6| S50 5163
Automatically.
calcn.lates-tcn-i:;-enteppay-bands
Reimbursement Fund Center & Commitment ltem will

the drop-down menu above

Sub Total ELET6.47

Total Due te F il.ﬁ’?lil'?

Completsd by Bdary Smith

Fheme Mumber 703-555-1212

E-mail ma:'_l.lmiﬂ'l-EFTA.uri

ADMILR T 20T

\ Check Numbez
und Center SSE3051204
i ltem St 15 /

Automatically calculates the
reimbursement due FCPS including FICA



Baoerster Cluls, PFT A, ar PPTCF Mansaged Camps, Classes, Clinkes, and Leagaes
Hml. .ﬁﬂD...!.lW.... Financial Statement
BEL e

ERCy - ey - ey

The fimaerzi n_.r n'n_..ﬂ.u_.-..ﬂllﬂ ._“._.rHu?..- =2l A mnd A DR-Z4E, availabde al g i ilici
e !mﬂ-..._-....u...__ i B mq..__ul...:..nm.un i Bl .D_n._....:....:..:.:.-.u_.. Llse Wnﬂ._.._.n:.- n_._n_ =kl ._|....u......n.n

pescih s S ......_n_..l.. ._umu..._l ......nn__E .w.un.ﬂ-. the commpleticon of cach #ctivity with Pairfax Coanty Public School (FOPS]) paid emplboyees,
Reimbursemend check and (A DRA-Z48 ) ars to be submitied 1o FOPS Accoumding Sectficnn. Faillwes o do so o may resalt in disappaoosal
iz the meest coamp, Sliniba, or lEague agppdication subendized for approwval

St Cluh Ay Elcimentary School

et F-Crea 146, 20016

T R R T [Loc=atiom)
Auny Elemesraey Scheood PT A

Baooster Clhuk, PT&S or PTCOF

(Inclesive Dotes for Session])

Session 1 af L

Scasiaons(s])

P o P FMumsb=zr of Parlidicipani=s Feoos poer S-cssbomn Totml
fe-ta x 2O O - = o e
s - FAND
= —_ [
Subrotal = <8, CHE, O
Less Fefunds k-
Total Incaorme = -8 O, (0
EXEENIUTL R ES
Frersonme]
Flame Title Aurmeorumnd S e
E o e e e e T s Lo = G- | Eguipsment Catbach list] ]
Poldly Sare Teacher T eacker k= 1,05FE.33 Supplliie= s B O
. Turl Feplacement Fund -
Jec gt ofecls soivl G CHIS)
* Frintim 3
HHEINA_> * Soerards =
Py . = Fosioge 5
upguu—m k5 Cusiodial Services 5
£ s Sa rarece =
£ b s
Cowunsebors = 1 fista 05 Hease speciy)
CGiaest Lectarsr(s) =
Total Personnes| Expenses s L G759 Taotal Chiber Expeonses 5 1, CHG . T
Check & 5921 [Crate O LA OLT Total Expenses k. 2,657.59
Srent to Financial Services Accomnniing Seciion with s E =8, CHC, 1000
Al = E B
Frofat % 1,FE <1

I carti e that, o thees Best of moyr kneew ledes, thees aboyvs i=s 8 trac and asccurats scoountinme for the auctivity . Sl

aobligations hawe boon satisfied.

fHooatier, PTA, or PTO Eespremenialiae — ploase paine |

Fhesree (703 S55-1210F

et D1 ASSZ0ET

A= LA LG

Signaturcs Eﬂhﬂ.ﬂ%

E-FAmil ey sared tham@ P T A oo




Booster/PTA/PTO Managed
Summer Camps

Additional Information
Specific to Summer Camps



e rre——— i
Prep for Summer 2020 Camps

 VHSL rules regarding athletic camps:

« No camps involving rising 9t graders or above can occur
from June 28 — July 4" (VHSL summer dead period).

* No fall sport camps after July 27

 Black out dates for other season camp sports involving
rising 9t graders and above are August 3-13.

* Dates:
 HS use — June 15" — August 7
* MS/ES use — June 15" - August 7
* No indoor camps July 3 due to holidays (outdoor use ok)

*June 15 is a contracted teacher workday for FCPS employees.
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Director

* Prepares budget in consultation with school support group per
Regulation and Notice 8424.

» Paid for actual hours worked up to 20 hours for planning and
managing a program if approved by managing organization.
» Time involved with planning should be submitted prior to camp
program week(s).
= A program is viewed as up to 60 hours of instructional time provided.
= Session = week (or a few days)
= Program = entire camp (could be several sessions)
» Relatives — director may not supervise family members.

(Regulation 4232)

Bookkeeper

» Paid for actual hours worked up to 20 hours for bookkeeping and
administrative tasks, program if approved by managing organization.

= Cannot be a relative of director and related to anyone instructing in
the camp.
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Camp Employees

« Maximum compensation for all employees up to band 11.

« May receive compensation for actual hours worked up to one hour more
than camp participants.

« Student employees and counselors — minimum 16 years of age.

» Certified Athletic Trainer (ATC) — is considered employee of camp and
must be paid through the time and attendance process. ATC coverage
is required at camps and clinics when game situations occur at “game
speed”. The term “game speed” includes full team scrimmages and
games.

» Time worked report through MyTime. Follow Notice 5620 regarding pay
schedules.

* If non-FCPS employee, must become one. Human Resources can
provide hiring packet. 571-423-3100

» Guest Speakers —can be paid higher than FCPS employees, are NOT
paid through the time and attendance process. Guest Lecturer can not
be an FCPS employee.
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Process complete!

Questions regarding Regulation and Notice 8424 can
be directed to the Community Use Section by phone
571-423-2340 or John Chapman at
jtchapman@fcps.edu or by phone 571-423-2346



mailto:jtchapman@fcps.edu
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