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FCPS Community Use  
Support Organization-PTA, PTO, PTSA, Boosters After-School/Summer 

Programming Process 
 

Step 1: Principal Discussion with Support Organization* 

 
The school’s Principal will determine the scope of available space for after-school 
programs.     

• Support Organization (PTA, PTO, PTSA and Boosters-3rd party Independent 
Contractors 

• Indoor events are required to wear masks until further notice. 

• Events are from last bell until 5:30pm or before school hours, Monday-Friday  

• If the Principal approves the planned programming, then proceed to Step 2.    
 

Step 2: Support Organization discussion with Program Operator 

                        
The school’s Support Organization will discuss with the Program Operator, FCPS 
requirements to become an approved Program Operator, COVID guidelines, limited 
enrollments, outdoor only usage, and the school’s space limitations.  

 
• All Program Operators (Independent Contractor and volunteers) must be processed 

by FCPS Community Use and FCPS HR prior to scheduling programs 

• FCPS HR background/fingerprint clearance completed of any employee that will be 
on FCPS grounds 

o All Independent Contractors must be a FCPS Community Use approved 
Independent Contractor 

o FCPS requirement to be listed on the Community Use approved list 
▪ Current Insurance Certificate 
▪ FCPS FS-188 form completed and accepted 

 
FCPS HR background/fingerprint clearance must be completed on every employee that 
will be on FCPS grounds 
 
After the Support Organization discusses requirements to the Program Operator and 
determines that the program can continue, the Support Organization can ‘invite as a 
guest of the support organization’ the Program Operator or Independent Contractor to 
proceed to Step 3. 
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Step 3: Independent Contractor contacts FCPS Community Use to 
become FCPS ‘ready’ to provide programming 

 
After receiving an invitation from a Support Organization representative (Principal 
approved) to hold the proposed after-school programs, the Program Operator or 
Independent Contractor will contact FCPS Community Use to become an Approved 
Independent Contractor. A response email will be sent to the Program Provider -
Independent Contractor Packet.  All packet requirements must be competed and verified 
before scheduling 
 

PTA, PTO, PTSA, Boosters (Support Organizations) can only enter into agreements for 
programming with the program provider (Independent Contractor, volunteer, or off-contract 

FCPS staff) ONLY after meeting the requirements by Community Use. 
 

Step 4: Finalizing the Support Organization Program Schedules 

 

• Support Organizations (not the Program Operator or Independent t Contractor) will 
complete the ADM-24 information forms. (pages 4-6) 

o Submit to Principal for approval and signature 
o Submit a copy of the first page of your ADM-24 and program advertisement 

flyer to Community Use via email to JTChapman@fcps.edu  
▪ Advertisement flyer must list the Support Organization as the sponsor 

of the program 
▪ Advertisement flyer can’t state that the event is FCPS sponsored 
▪ Fees for participation can’t exceed $15.00/hour* 

o ADM-24b is retained by the hosting school for financial review 

• Community Use will email the approved ADM-24, with signatures, to the host school 
o The host school will alert the Support Organization of the approval 
o The host school will enter the program into FS Direct as a PTA event 

▪ Title the event as: PTA-Name of Provider, for example,  
PTA-Overtime Athletics 

▪ Choose the space to be used, days and time of program 
 
The ADM-24 form is a necessary documentation of the events that occur through Support 
Organizations. The information is valuable for the safety, equity, and accountability of the 
programs offered. 

 
•  $15/hour is under review.  This amount might be increased after July 01, 2021 
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Step 5: Support Organizations (PTA/PTO/PTSA/Booster) must provide 
oversight of the programs 
 
The Support Organization must monitor the Program Operators that are contracted to 
provide programming by invitation from the Support Organization. 
 

• Student attendance check in and monitoring 

• Confirm that all persons providing the programming has been FCPS HR cleared 
with HR badges visible  

• Contact the Principal if any breach of procedure or incidents occurs 

• Create a plan for parent pick-up monitoring  
 
Participating students cannot be unattended during the programs. The oversight obligation 
of the students attending the after-school support programing is through the Support 
Organization that invited the operating programs onto FCPS properties. 
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