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Booster Club, 
PTA/PTO Managed, 
Fee-Based Classes, 
Clinics, Leagues, 
and Youth Camps 
School booster clubs and PTA or 

PTO groups manage a variety of 

fee-based programs that benefit 

students such as after-school 

classes, cl inics, and camps. Find 

out how to reserve space for your 

programs. 

  

  

 

 
 

 

  

 

Let’s get started… 

1. Review Regulation & Notice 8424 

2. Refer to the checklist to complete ADM-24 

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

All documents are available on the 
Community Use Section Website 
under “Booster Club, PTA/PTO 
Managed, Fee-Based Classes, 

Clinics, Leagues and Youth Camps” 

Go To: www.fcps.edu 
Search for “Booster/PTA/PTO” 

http://www.fcps.edu/
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Application Form ADM- 24 
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Application For-m ADM- 24 
~ a dffk24 
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~ a dffk24a 
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~ A DM-24.b School Support Orgaonizaotion Hourly Pay Reimbursement: W ork:shee4: 
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Appn>Ved Independent Contra.cto.--s 
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~ A,pp,ra,,,-ed lndepenode.-..c: Co.-..c:r.actor List -

Please revie,,ov t:he l ist re_gL.daorly s i n,ce updlaltes oc.cu r oken_ 

Schoo; Board Notice 8424 
P lease .-evievl.l Not::ic:e 8424 b,,el.a1,1¥_ This ocice cantai n.s infoirTnia.:tion re lating~ en-wpl oyee CDD"IIJ=IE!n:Sat:ion . 

p art:iciµ,,.y,t: -Fe,e l in-. i t:, a n cl procedures fo r IBooster /PT.AfPTO rei rnboursemen-t: t:o FCP S . 

A£1tiivii l: i e s:: .JIIJily 1 • .2D T7' -- JI u e 3m. 2.iD1 B Notice 8424 (Fiscal -Yea r 2018) 
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, and 
out how to reserve space for your 

prog m. 
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Highlights of Regulation & Notice 8424 

Regulation 8424: 
 Approved activities have priority from the end of the school day until 5:30pm & on 

weekends 
 Student/Supervisor Ratio: shall not exceed 25:1 
 Managing School Support Organization (Booster/ PTA/PTO) shall be fully responsible 

for controlling and managing the activity, including all accounting. 
 Fees Collection Process: 

-If handled by School Support 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 

 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. 

 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: 
 FCPS Employee paid as an Instructor:  not to exceed Pay band 11 
 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 
Spring  – January 15 

Summer – March 1 

Applications received after the above dates 
may be accommodated if space is available. 
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 Completing the ADM-24… 

When using an 
Independent 

Contractor  OR 
volunteers or an FCPS 
employee who is NOT

receiving pay. 



*~ ~· 
~ 

Fairfax County 
PUBLIC SCHOOLS 
ENGAGE • INSPIRE • THRIVE 

     
  

 
 

 

 

  
 

  

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. 
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Sample - IC, Volunteer Flier 

ANY Elementary School PTA Sponsored 
Fall  2017 Chess Club 
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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. 

IC badges must be worn and visible while on FCPS properties. 



 
Approved Independent Contractors Per Regulation 8424 

Important! This list is for information only. FCPS does not endorse any of these independent contractors. 

Vendor Name 

5-6-7-8 Dance, LLC 

A Class Act -Acting for Young Peo 

Abrakadoodle 

Absolute Training 

Academics and Music, LLC 

Academy Internationa l 

Vendor Type 

Athletic Related 

Enrichment and 
Hobby Related 

Enrichment and 
Hobby Related 

Enrichment and 
Hobby Related 

Enrichment and 
Hobby Related 

Athletic Related 

Acting Out ! With Professor Toby Enrichment and 
Hobby Related 

Address C-0ntact Name 

6301 Stevenson Martha Krabil l 
Avenue, #808 
Alexandria, VA 22304 

5506 Talon Court Mary Lechter 
Fairfax, VA22032-1736 

6309 Custis Parkway Susan Walia 
Fal ls Church, VA 22042 

201 Hilltop Road NE 
Vienna, VA 22180 

1114 Norlee 
Drive 

Silver Spring, MD 
20902 

3118 9th Road N 
Arlington, VA 22201 

Susan Kenney 

Slavik Tsimura 

Martin Conquest 

15182 Stillfield Place Toby Chieffo-Reidway 
Centreville, VA 20120-
3818 

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 Web Address 

martha@5678dancedass.co www.5678dancedass.com 

mary@afyp.org www.afyp.org 

swalia@abrakadoodle.com www.abrakadoodle.com/ 

skenney201@gmail.com www.myabsolutetraining.com 

slavik@academicsandmusic www.academicsandmusic.com 

sports@academyinternatio www.academyinternational .com 

tmc26@georgetown.edu 

Screen shot of partial Approved Vendor List below – updated throughout the year. 
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When hiring an IC, using a 
volunteer, 

or an FCPS employee 
NOT receiving pay… 

No closing paperwork is required 
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Completing the ADM-24… 

When using an FCPS employee
who is receiving pay

through FCPS payroll process. 
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Set a budget for the Class, Camp or Clinic 

Discuss with employee the hours to be 
worked and the pay band they will paid. 

See Step One on Attachment B of Notice 8424. 
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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 
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CWP,. ca ASS,. CLINIC,. OR LE.AGUE PA<>P<>SED BUDGET-

ESTllllaA.TED INCOME 

Nu■nlberaf 

Campers 

PROJECTED EXP'E:NSES 

X 

X 

X 

~ ![C,ounselolrs .--1 Gue!!il: ~ listec:I CJiTTI page 3) 

Sessirrn 

G..:IJG 

:s ___ 3.:~41JG __ ..:IJG __ 

Equipn,.m ■l.(~ list) 

Ii 7 
:s ____ :1==--==..:IJG==-

:s _____ -"G;;;..;..:IJG=.;;;~ 

$ ____ L3~=3Nll:.~=Da~ 

T,al,al Expe11'11!51!!!!!!i ------------------------------------------------------------------------------

Pm~ Net Zlc-■..e----------------------------------------------------------------------

Siessil:llilrl(s) 

:s ____ =dlfiD==:Dll-c=-

c:::c:IF"IE!5 OF~ F9alU!I CUIIL IDIJfiCILRll7EN lftl'lPP 2MIA ~ ..--:-r z,-.... ..-..mE:............. tr • •TO EIE SJ-.■ ■ ■ ■:::LIi 
-.o.....-.a: CCI FFA&JYUISE SEC"TXW~ scz..m......---..renr:c~ ........... FIDUA.'LUEEIL& OF~ 
CLc:.sE OF EAC:11-1 $E !liilCW ._..... FCPS-P.11111> Eaal"L!Ch·E..SS._ 

ADM-24 
Sample 
Page 
Two 



  

PRO.JECTED COUNSELOR. STAFF 

PRO-IECTED GUEST LECTURERl[S) 
(nway ... be__._,._ F<:PS E!lt .. l:lrjjlll!!II!!)· 

N-.-.~ 
!Dlll'l-aoulll"S 

Schao,I Cunent:ly A:1:1:en.ding 

ADM-24 
Sample 
Page 
Three 
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F.ltll 15 .qll!ff0l54: ...,_ ,ci tY.-tff1rJl,d: to get )"CNIII-~ on ilincl fOitlni t~ .-.NV 11!!:S 
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-fi-t:1i::bd'lll!p:s;alild to spe11d tlm-=MthGJth~yrc:x..ng at'E:lsl:t. 
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Ttmie: PfrnJJ a• -- 41•:5 
L.oc;ftt'Glft: ~ ea M 1ta.am 
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........ ,,.,_., ~~~wNI,~~~ m,- '"'1P.l""A 

d:ITMCIIOl'loi T!Slche:r. 

pt-.-.....-,1:1,Li,; 

Sample - FCPS Paid Employee Flier 

ANY Elementary School PTA Sponsored 
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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. 
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Att B:  Step by Step - Instructions for planning your class budget 
and closing your classes with FCPS paid employees. 



   

      
  

   

H o u r ly IBlaJIM:il "I 

H o u.- ly IBafliod 2 

H o u .- ty IBI aJIM:il 3 

H o u.-·l y IBaJIM:il 4 

l!-lo u .- ly IBlaJIM:il 5 

l!-lo u .- ty IBlaJIM:il 7 

H o u .- ly IBlaJIM:il 9 

l!-l o u .- ty IBI ;aJIM:il "I "I 

S-f:uden_ C.oacn 1'I 

S --f:uclen Coach .2 

.A.'tti;ac l!T.,._n t .A 
No-f:- ce:e.424-

EFFc,e,:c:mve eW":221'1 7 

FY 2@r'la HOURJ.LY P AV BAJN[JJS FOR. AT-W111LL El P LOYEES 

=$ . 5 7 
( . 38.) 
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1('1 2 . 841-) 
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$24- . 70 
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$28. 22. 
,r-.,lII . 3 a :,, 

=$37 . 2-4 
( 40.DQ) 

$7.25 
(7 .80} 

:i'>B .60 
( Q . :26) 

P',a,sif:i""'n Key 

a□~ ZD 

80~ 

a□~□ 

a□~ZD 

80~ 
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aas~ ra..."lhm i d -l e .......,. t r:ad e t:r:a i n ee , h o url 'Jl' i nS"truc-liona .a5:5 i sta.nt 

US-1'1 1'I a."T111:I ll.JcS-"1 2 
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t:r:ade tra i n ee: 

U S-1'1 :3 .a:m t:h.-oiu.~ U S-1'1 5 
IF<u l ty pl"'Dfici e nt ad m i n i-s,1T-a -
bu:s i n e:s.s <t:edhn iciaa-11, i::,-;a,,de 

U S-1'16 rt:hirou g h ll.JS - -1 8 
e-a~~s.x:>IRail ........,.;i,;= t,r.a,dej l:Ju:s i n e.s..-s s uper.nsor-I 

i n te.rprete.-Freg is,tra r 

U S-1'19 
E.x e-colI!i.....,,, ocfi ce .adnn i n is.~:d ea ~-~ = ,ex e-c-Lili._. e 
a :d m i n i-s,tr-a1:r1,,t:e .asst/ sen i o r ttr.ad e SLJpE!f'VZS<:>r-

·,-20 rt:hiroug h ll.JS-23 
:,,e,c:it,or,sih...:try---le,v,el :s pee i a Ii s. t 

U S--2-4 
A.d"LCa n ced' ~ ~ 5.....-..a!I 

u s~2s .a-:m ILI.S-2'6 
L~s.ocyl'pr.,,.-fess.ieor>oal 
s ~u'man age.r 

S lbu dJe.sv1i: C,o;a_ch, Po s i'ti onrs 
Stu d ent .ass isting vri:th .a c.an:rip ,._. n i c 

Student as.:s i sting vr.rth .a c.aonn p .....- c!:i n i c 

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

Employee receives hourly band amount for pay, but 
please use amount in parenthesis ($) 

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 



Reimbursement Fund Center & Commitment Item will 

     

  
    

  

  
  

    
     

 

  
  

•~ • "r f. County 
~ '. "" UB'" SCHOD15 

School . upp rt Organ..mzation Hu , 1 Pay R ·· uirsement Vl o · ksh.ee.t 
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: •• ~: 1,c; ROP DOWN menu & 
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the drop-down menu above 
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AD~••2 i!.e. cm:i) :mi:r Automatically calculates the 

reimbursement due FCPS including FICA 

Reconciliation Worksheet ADM24B Calculates Reimbursement to FCPS 

Choose your school name 
in the DROP DOWN menu & 

enter class/club name and dates 

Automatically 
calculates as you enter pay bands 

and # of hours worked 

automatically populate when your school name is chosen from 
the drop-down menu above 

Automatically calculates the 
reimbursement due FCPS including FICA 
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Booster/PTA/PTO Managed 
Summer Camps 

Additional Information 
Specific to Summer Camps 
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Prep for Summer 2020 Camps 
• VHSL rules regarding athletic camps: 

• No camps involving rising 9th graders or above can occur 
from June 28 – July 4th (VHSL summer dead period). 

• No fall sport camps after July 27 
• Black out dates for other season camp sports involving 

rising 9th 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. 



*~ ~· 
~ 

Fairfax County 
PUBLIC SCHOOLS 
ENGAGE • INSPIRE • THRIVE 

 
 

         
    

            
         

          
 

             
  

     
     

 
            

         
      

 

Directors & Bookkeepers 
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. 



*~ ~· 
~ 

Fairfax County 
PUBLIC SCHOOLS 
ENGAGE • INSPIRE • THRIVE 

    
     

       
     

    
       

         

    

      
 

      
     

 

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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