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Tri-City Chinese School - Liaison  

 

Responsibility Summary 

 

 Responsible for all communications between TCCS, Ardenwood Elementary, and FUSD. 
 Apply Facilities Use Permit for classroom use 
 Update school calendar 
 Review monthly rental invoices 
 Communicate with all school departments to ensure classrooms and facilities meet the 

needs of various instructions and activities 
 Coordinate with Class Reps to ensure Room Parent Duty is carried out in each class 
 Attend staff / board meetings 
 Prepare annual budget 
 Manage lost and found Items 

 
 

Ardenwood and FUSD Contacts 

 

Name Title FUSD Department Phone Email 
Pamela Fallon Secretary Ardenwood Elementary (510) 794-0392 

x 51402 
pfallon@fremont.k12.ca.us 

LaShaunta Payne Office Administrator Ardenwood Elementary (510) 794-0392 
x 51411 

lpayne@fremont.k12.ca.us 

Howard & Roberto Custodians Ardenwood Elementary   

Kathy Moyer Secretary FUSD Community 
Services 

(510) 668-1609 
x 12229 

kmoyer@fremont.k12.ca.us 

Scarlett Chang Account 
Technician 

FUSD Accounting  (510) 657-2350 schang@fremont.k12.ca.us 
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Monthly Task  

 

Month Task 
July  Ensure all Permits submitted are approved. Any questions should be raised to FUSD Community 

Services. 
 

August 
 

 Contact Ardenwood Elementary Secretary and Office Administrator remind them and their 
custodian of TCCS first day of school. Check the rental dates, number of classrooms, classroom 
number, time period for all classes, and MUR events listed on the approved permit versus the 
copy that the custodian has. Very Important!!! 

 Review rental invoices and email to accounting for reconciliation. Once approved by accounting, 
request check payment from Accounts Payable. If denied by accounting, contact FUSD accounting 
technician to revise invoice. 

 Update Classroom List Poster and Classroom Signs. Prepare a Communication Folder for each of 
the classrooms rented. 

 Update Campus Map with classroom numbers and send it to Security Team. 
 Email all class reps to remind them that they will assume the Room Parent Duties as listed on the 

school’s website on the first day of school. A Room Parent Roster could be set so parents may 
assume the duty as scheduled accordingly throughout the school year. If no roster is set up, the 
Class Rep will assume the Room Parent Duty each week. 

September  Please arrive at 8:15am or earlier on the first day of school. Put the Classroom List Poster and 
Classroom signage on the windows of each classroom. These Classroom listing are to be posted in 
the first two weeks of school. 

 Check with Education Lead and Electives Team Lead to see if all the classrooms are okay with the 
teachers. If not, re-accommodate between teacher’s assigned classrooms. 

 If classes are added or cancelled. A Permit Change Request Form must be submitted to 
Ardenwood Office to add or cancel the rental as soon as decision is made. It usually takes up to 2 
to 3 weeks before it is approved by FUSD Community Services and billing adjustments are then 
issued by the FUSD accounting department.  

 Review rental invoices and email to accounting for reconciliation 
 Important Events:  

1st Parent Meeting – Welcome New Parents and Staff Speech 
Email Ardenwood a week prior to the event to advise custodian to set up and have access to 
the following and update Activity Team Lead: 

o Tables / benches 
o Stage 
o Stage projector and/or projector screen 
o Sound system 
o Microphone  

October  Review rental invoices and email to accounting for reconciliation 
 

November  Review rental invoices and email to accounting for reconciliation 
 

December  Review rental invoices and email to accounting for reconciliation 
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January  Review rental invoices and email to accounting for reconciliation 
 

February  Review rental invoices and email to accounting for reconciliation 
 Important Events:  

Chinese New Year 
Email Ardenwood Office Administrator a week prior to the event to advise custodian to set up 
and have access to the following and update Activity Team Lead. 

o Tables / benches 
o Stage 
o Stage projector and/or projector screen 
o Sound system 
o Microphone  

March  Review rental invoices and email to accounting for reconciliation 
 Purchase Gift Cards for the Ardenwood Staff (Teachers, 2 Office staff, and 2 Custodians.) 

 
April  Review rental invoices and email to accounting for reconciliation 

 Finalize TCCS Calendar for the next school year  
 Request Certificate of Insurance from the principal 

 
May  Review rental invoices and email to accounting for reconciliation 

 Prepare and Submit Facilities Use Permit for the next school Year. 
 Important Events: 

2nd Parent Meeting – Principal and Board Member Election 
Email Ardenwood Office Administrator a week prior to the event to advise the custodian to set 
up and have access to the following and update Activity Team Lead: 

o Tables / Benches 
o Stage 
o Stage projector and/or projector screen 
o Sound system 
o Microphone  

June  Check mail 
 Review rental invoices and email to accounting for reconciliation 
 Important Events: 

Graduation Ceremony  
Email Ardenwood Office Administrator a week prior to the event to advise custodian to set up 
and have access to the following items and update Activity Team Lead. 

o Tables / Benches 
o Stage 
o Stage projector and/or projector screen 
o Sound system 
o microphone  
o Piano (if needed) 
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Permit Application 

 

1) Click “Departments” under the About & Departments Tab menu. 

 

 

2) Click on the “Community Services” of the Departments Directory 
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3) Print out the “Facilities Use Permit Form” to complete (refer to sample) 
 

 

 

4) Complete TCCS Instructional Calendar, List of Classroom Requests, and request check(s) from our 
accounts payable department for the Permit(s). Review it with principal. 
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5) When approved. Call to make an appointment with the Ardenwood Office Administrator to submit 
the paperwork and payment. Please include the following items prior to submitting it to the school: 

 
 

I. Permit Form(s) 
II. Permit Fee – 1 check per permit 

III. TCCS Instructional Calendar for FUSD 
IV. Classroom Request List 
V. Certificate of Insurance  

 

 

 

  



7 | P a g e  
Prepared by Louise Chu 

 

 

S  A  M  P  L  E 
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S  A  M  P  L  E 
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Instructional Calendar for FUSD – For Permit 

 

 

 

Month: Date: Comments: Number of School Days:
September 9/7/2019 First day of school

9/14/2019 4
9/21/2019 Parent Meeting
9/28/2019

October 10/5/2019
10/12/2019 4
10/19/2019
10/26/2019

November 11/2/2019
11/9/2019
11/16/2019 4
11/23/2019
11/30/2019 No School (Thanksgiving Break)

December 12/7/2019
12/14/2019 3
12/21/2019
12/28/2019 No School (Winter Break)

January 1/4/2020 No School (Winter Break)
1/11/2020 2
1/18/2020 No School (MLK)
1/25/2020 2nd Semester Begins

February 2/1/2020 Chinese New Year Celebration
2/8/2020
2/15/2020 No School (Presidents' Day) 4
2/22/2020
2/29/2020

March 3/7/2020
3/14/2020
3/21/2020 4
3/28/2020
4/4/2020 No School (Spring Break)

April 4/4/2020
4/11/2020 No School (Spring Break) 2
4/18/2020 No School (Spring Break)
4/25/2020

May 5/2/2020
5/9/2020 Parent Meeting 4
5/16/2020
5/23/2020 No School (Memorial Day)
5/30/2020

June 6/6/2020 Graduation Ceremony / Staff Appreciation Luncheon 1
Last Day of School

Tri-City Chinese School 2018-2019 Instructional Calendar
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Classroom Request – For Permit 

 

 

 

 

 

List of Classroom Requests:

15 Classrooms:
14 Regular Class Instructions (Incl. 5 Elective Classes)
1 Office 

Multi-Purpose Room Basketball Electives and School Events

8:30am - 10:30am Regular Class Description: Classroom Requested:
CFL1 Chinese as Foreign Language 1 (Equivalent to Kindergarten) Room 7
CFL2/3 Chinese as Foreign Language 2 /3(Equivalent to First/ Second Grade) Room 3
CFL4 Chinese as Foreign Language 4 (Equivalent to Third Grade) Room 4
CFL5 Chinese as Foreign Language 5 (Equivalent to Fourth Grade) Room 36
CFL6 Chinese as Foreign Language 6 (Equivalent to Fifth Grade) Room 35
Pre-K Pre-Kindergarten Room 1

K Kindergarten Room 2
1 First Grade Room 5
2 Second Grade Room 6
3 Third Grade Room 34
4 Fourth Grade Room 31
5 Fifth Grade Room 28
6 Sixth Grade Room 33
7 Seventh Grade Room 27
Office Administraion Room 32
10:30am - 11:30am Elective Class Description and Additional Office Use: Classroom Requested:
Computer Computer Programming Room 33
Drawing Drawing - Beginners Room 36

Art & Music Arts and crafts I & II , Music for Beginners Room 35
Chess Chess class I & II Room 27
Go Game Go Game I & II Room 28
Basketball Basketball - Beginners & Intermediate MPR
Office * Administration <Sept/ Apr/ May / Jun> Room 32

8:30am - 10:30 pm Event Description and Occupying Dates Classroom Requested:
Parent Meetings** 09/22/18, 05/11/19 MPR
Graduation** 6/1/2019 MPR - Stage Required

08:30am - 2:30pm Event Description and Occupying Dates Classroom Requested:
Chinese New Year ** TBA MPR - Stage Required

* 1 additional hour 10:30am - 11:30am on certain months
** Tables and Chairs set up. Stage Required.
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Tri-City School Calendar – Sample 

 

 


