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 | pfallon@fremont.k12.ca.us
x 51402

LaShaunta Payne Office Administrator | Ardenwood Elementary | (510) 794-0392 | Ipayne@fremont.k12.ca.us
x 51411

Howard & Roberto | Custodians Ardenwood Elementary

Kathy Moyer Secretary FUSD Community (510) 668-1609 | kmoyer@fremont.k12.ca.us

Services x 12229
Scarlett Chang Account FUSD Accounting (510) 657-2350 | schang@fremont.k12.ca.us
Technician
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Monthly Task

Month Task

July v" Ensure all Permits submitted are approved. Any questions should be raised to FUSD Community
Services.

August v' 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!!!

v" 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.

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

v" Update Campus Map with classroom numbers and send it to Security Team.

v" 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 v 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.

v" 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.

v 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.

v" Review rental invoices and email to accounting for reconciliation

v' Important Events:

1% 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 v' Review rental invoices and email to accounting for reconciliation

November v' Review rental invoices and email to accounting for reconciliation

December v" Review rental invoices and email to accounting for reconciliation
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January v" Review rental invoices and email to accounting for reconciliation
February v' Review rental invoices and email to accounting for reconciliation
v 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 v' Review rental invoices and email to accounting for reconciliation
v Purchase Gift Cards for the Ardenwood Staff (Teachers, 2 Office staff, and 2 Custodians.)
April v" Review rental invoices and email to accounting for reconciliation
v Finalize TCCS Calendar for the next school year
v' Request Certificate of Insurance from the principal
May v" Review rental invoices and email to accounting for reconciliation
v' Prepare and Submit Facilities Use Permit for the next school Year.
v Important Events:
2" 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 v' Check mail

v' Review rental invoices and email to accounting for reconciliation

v 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

Stage

Stage projector and/or projector screen

Sound system

microphone

Piano (if needed)

O O O O O
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Permit Application

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

o3 Mail - Louise Chu - Outlook X @ Fremont Unified School District X K Facility-Use-Permit-Change-Forr X ‘ + = X

« C @ hitps

x&itheme id=i17saluuiowkkd

//weww.fremont k12.ca.us/pf4/cms2_site/view_deploymen

&group.

n
&
=

52 FREMONT UNIFIED fvoad Q

SCHOOL DISTRICT

ABOUT & DEPARTMENTS BOARD | COMMUNITY & FAMILY CALENDAR & NEWS CONTACTS & RESOURCES
About the District

Schools

ii;; Support Full & Fair Funding for Public Edu.. [ ~»

Watchiater Share

Departments

Enliment bt Award' Posted 5/30/19 oy
Library at District -
Office of the b/19 Desrie Campbell g Larry Sweeney
Superintendent
June3 @6 e bcal Control and
F rganizational Chart (p
Accountabijede 412019) | Agenda Posted
Notice: Next School Year - 2019-20 Cancellation of URGE Lawmakers to Support Full & Fair Funding for Public
School Bus Service Pposted 5/24/19 Education

Board Meeting Highlights - May 22, 2019 Pposted 5/23/19

CSEA Honors Classified Employee of the Year Nominees

Posted 5/23/19

INFO LINKS

1047 PM
ENG E

6/1/2019

2) Click on the “Community Services” of the Departments Directory
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B Mail - Louise Chu - Outlook X @ Departments Directory x X Facility-Use-Permit-Change-Forr X ‘ + = X

C @ hitps//www.iremontk12.caus/pf4/cms2/view_page?d=x&group_id=1524

7aTup9d2em * @

5 FREMONT UNIFIED fvas Q

SCHOOL DISTRICT

HOME ABOUT & DEPARTMENTS BOARD | COMMUNITY & FAMILY CALENDAR & NEWS CONTACTS & RESOURCES

Departments /

Departments Directory

(Click on K arrow to open up more info on a Department)

Show [50 v | entries Filter/Search:
Department Phone (510) Room

M Accounting Services | email | [ www | 659-2577 230
M Accounts Payable [ _email | [ www ] 659-2571 230
M Adult Education [7] [ www | 793-6465 Office
M Assessment and Accountability | email | K 659-2517 280
M Board of Education email [ www | 659-2542 290
M Budget, Audit and Attendance [ email | [ www | 659-2509 210
M Business Services email [ www ] 659-2572 210
M Child Nutrition Services [7] [ www | 659-2587 140

| email | [ www ] 668-1609 230
M Curriculum and Instruction [ www | 659-2570 260

1049 PM
6/1/2019

ENG

3) Print out the “Facilities Use Permit Form” to complete (refer to sample)

B Mail - Louise Chu - Outlook X @ Community Services Dept. x X Facility-Use-Permit-Change-Forr X ‘ + = X

group.id=1524555099

<« C @ hitps;//fusd-caschoolloop.com/pf4/cms2/view_page?d 7&wdid=wi17alurvevwe % @

ACCOUNTING SERVICES community serVices Dept.

Accounting Services Dept.

Accounting Statements INFORMATION
Accounts Payable Phone: (510) 668-1609
Room: 230

General Ledger

Payroll Fax: (510) 659-2505

Community Services Dept. T T e
Robert Pascual
Director

rpascual@fremontki2.ca.us

Kathy Moyer
Secretary
kmoyer@fremontk12.ca.us

Fremont Unified School District's facilities are a community resource whose primary purpose is to be used for
school programs and activities. Community groups may use school facilities for purposes provided under the
Civic Center Act when such use does not interfere with school activities. Contact the school site(s) for
availability.

Persons or groups requesting use of school facilities shall submit the following to the school site:

* Facility Use Permit Form

¢ Non-refundable $15.00 application fee

* Acurrent Certificate of Insurance for $1 million naming Fremont Unified School District as additional
insured

* Proof of non-profit status from IRS or California Secretary of State, if applicable.

- (pdf fillable JRev. 6/13/18)

Requests for use of the TAK Stadium should be submitted to Tom Ekman, Supervisor, Operations & Grounds
located at 43772 S.Grimmer Blvd. The contact number is (510) 657-0693 x13-305.

10:54 PM
6/1/2019

ENG

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:

l. Permit Form(s)
I. Permit Fee — 1 check per permit
[ll.  TCCS Instructional Calendar for FUSD
V. Classroom Request List
V. Certificate of Insurance

6|Page
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SAMPLE

FREMONT UNIFIED SCHOOL DISTRICT Customer 1D &

COMMUNITY SERWICES OFFICE

4210 Technology Drive, Room 230 FACILITY USE PERMIT NUMBER
Framanl TA 34538

Phone {510 866-1608 Fax [(510) 639-2505

HOT VALID UNTIL APPROVED BY DISTRICT

FACILITY USE PERMIT FORM

Piease read all the attachmenis carefully and make sure that you folfow all the rules and regufations
Emergency Beeper for custodial services - (510) 377-3389

*REQUIRED FEES AND DOCUMENTS:

= Non-refundable $15.00 Application Fee

= A current Certificate of Insurance for 1 million naming Fremont Unified School District as additional insured.
* Proof of non-profit status from IRS or California Secretary of State, if applicable,

Section | - This section is to be completed by the applicant, and delivered to the school with the required fees and
documents.” (For cancellations/changes, a Facility Use Permit Changes Form must be completed and submitted with 8 215
change fee, five (5} working days prior lo the scheduwled event. Changes made verbally or via email are not accepted.

scHooL Ardenwood Elementary

FACILITIES REQUESTED: GYM # MUR# * CAFETERIA # LIBRARY #
CLASSROOM # * SPECIALTY CLASSROOM # KITCHEN (no applicances)
BASEBALL/SOFTBALL FIELD FOOTBALL FIELD SOCGER FIELD OTHER
DATES REQUESTED: From 09/07/18 . 06/06/20 TIME: From > &€ attached .,

DAY OF USE. MOMN TUE WED THUR FRI SaT® SUMN

(Please attach a complete schedule of all dates and hours for requests for use on multiple dates. There is a minimum 3-howr rental
charge per use permit Rental fees will be billed in one-howr increments.)

nUMBER aTTENDING 190 TvPE OF acTiviTY (PURPosE) Cla@ss Instructions / Events
[At least 1 custodian per 150 participants for evening and weekend activities, in accordance with SEIU Local 1021 Agreement,
Section 7.9. 5ite administrator shall determine if additional custodian is necessary per Board Policy 1336, There is a minimum
2-howur charge for custodial. Custodial charges are doubled on holidays, 3-day holiday weekends, and ower 12:00 midnight.)

TYPE OF GROUP: NOM-PROFIT X COMPUNITY COMMERCIAL CHURCH OTHER
{Mon-profit organizations must attach proof of non-profit status from IRS or California Secretary of State.)

NAME OF ORGANIZATION (LEGAL name) | M-City Chinese School
{Mame must be the same on the Certificate of Insurance and proof of non-profit status, if applicable, to avoid any delay
in processing.)

appress P-O. Box 714, Fremont CA 94537

pay PHONE LiAison FAX Ema LiAISON

FREMOMNT UNIFIED SCHOOL DISTRICT HOLD HARKMLESS AND INDEMMIFICATION AGREEMENT. The undersigred agreds Lo delend, mdemnilfy and
hold harmiess the Fremon Unifiod School Déstricl, s Board of Trustees, Odfficers, Apents and Employees, mdividually and collectively, from and against all
costs, nsses, claims; demands, suts, schons, paymants and judgemants ansing from porsanal or badily injury, proparty damage and othonwse, browght

ar racowared against any of tha above that may ares from or ba allegad 8 ba caused by the undarsignad’s use ar ocoupancy of destrict faclihas, fumiture or
aquipmant. Tha undarsigred Turiher agress o provide & Carificate of Insurance for gansemal ligbility coveregs n the emount of 571,003 00000 naméng Framoant
LEnified Schood Diskic] as additional inzuared. The undersigned agrees 1 abibe by and 10 enfonce he poices, rules, Bad repalaions of the Fremodat Unilied
School Disincl governing the use of school faciities, fumiture and equipment. The undersigned agrees (0 uphold the State and Federal Constiutions and

crrifies o e best of hisfhar knowledge, that schaol property will not ba used for the commission of ary undawful acs
Liaison
AUTHORIZED REFRESENTATIVE(FRINT) SIGNATURE DATE

NOTES:
= Approved Facility Use Permit must be on hand at all times during use of school facilitias for inspection by district staff.
» After activity, group needs to sign the Labor Charges Form to confirm use of facility.

Facility Use Parmit - LL rewv §.6.18 Page 1of@

7|Page
Prepared by Louise Chu



SAMPLE

FREMONT UNIFIED SCHOOL DISTRICT
COMMUNITY SERVICES

4210 Technology Drive, Room 230, Fremont, CA 94538
Phone (510) B68-1609 | Fax {510 659-2505

FACILITY USE PERMIT CHANGE FORM

INSTEUCTIONS:

* A Facility Use Permit Change Form with $15 change fee is required for canceflation/change of hours, days
and facilities. (Change fee is not applicable for cancellations/changes made by the school dire to
confiict with school event.)

* Forms MUST be received in Community Services five (5) working days prior to the scheduled event.

* Changes made verbally or via email are not accepied.

* The Facility UserfSchool is responsible for informing the other party of their intent to cancel hours, days, or
facilities.

« To add additional hours, dates or facilities, a new Facility Use Permit Form is required.

To: COMMUNITY SERVICES Date:
B Tri-City Chinese School Permit 2= 17 18-222
School

Organization

Hame {Primt): Liaison Signature:
Authorized Representativel/School Site Staff

Phone #LIaISON Fax # Email LIaison

THE FOLLOWING CHANGES WILL EFFECT THE ABOVE USE PERMIT
scHOOL SITE BeiNG usen: Ardenwood Elementary School

FACILITY BEING UsED: =lassroom
esrecTIvE paTe: 02/02/2020

. Cancel 1 hr (10:30am - 11:30am) for Classroom 30

CHAMGES:

FOR USE BY COMMUNITY SERVICES:

Signature: Date:

Change(s) will be effective:

Remarks for billing:

Copy sent on: To: o Accounts Receivable/Billing

Group

School

Community Services/Facility Use Permit Change Form.- rev 817,18
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Date: Comments:

September

Instructional Calendar for FUSD — For Permit

Tri-City Chinese School 2018-2019 Instructional Calendar

9/7/2019

9/14/2019
9/21/2019
9/28/2019

First day of school

Parent Meeting

October

10/5/2019

10/12/2019
10/19/2019
10/26/2019

November

11/2/2019
11/9/2019
11/16/2019
11/23/2019
11/30/2019

No School (Thanksgiving Break)

December

12/7/2019

12/14/2019
12/21/2019
12/28/2019

No School (Winter Break)

January

1/4/2020

1/11/2020
1/18/2020
1/25/2020

No School (Winter Break)

No School (MLK)
2nd Semester Begins

February

2/1/2020
2/8/2020
2/15/2020
2/22/2020
2/29/2020

Chinese New Year Celebration

No School (Presidents' Day)

March

3/7/2020
3/14/2020
3/21/2020
3/28/2020
4/4/2020

No School (Spring Break)

April

4/4/2020

4/11/2020
4/18/2020
4/25/2020

No School (Spring Break)
No School (Spring Break)

May

5/2/2020
5/9/2020
5/16/2020
5/23/2020
5/30/2020

Parent Meeting

No School (Memorial Day)

June

6/6/2020

Graduation Ceremony / Staff Appreciation Luncheon
Last Day of School

Prepared by Louise Chu

9|Page



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
CFL1

CFL2/3

CFL4

CFL5

CFL6

Pre-K

N oo, wWw N ERX

Office

Regular Class Description:

Chinese as Foreign Language 1 (Equivalent to Kindergarten)

Chinese as Foreign Language 2 /3(Equivalent to First/ Second Grade)
Chinese as Foreign Language 4 (Equivalent to Third Grade)

Chinese as Foreign Language 5 (Equivalent to Fourth Grade)

Chinese as Foreign Language 6 (Equivalent to Fifth Grade)
Pre-Kindergarten

Kindergarten
First Grade
Second Grade
Third Grade
Fourth Grade
Fifth Grade
Sixth Grade
Seventh Grade
Administraion

Classroom Requested:
Room 7

Room 3

Room 4

Room 36

Room 35

Room 1

Room 2
Room 5
Room 6
Room 34
Room 31
Room 28
Room 33
Room 27
Room 32

10:30am - 11:30am
Computer
Drawing

Art & Music
Chess

Go Game
Basketball
Office *

Elective Class Description and Additional Office Use:
Computer Programming
Drawing - Beginners

Arts and crafts | & Il , Music for Beginners
Chess class | & I

Go Game | &I

Basketball - Beginners & Intermediate
Administration <Sept/ Apr/ May / Jun>

Classroom Requested:
Room 33
Room 36

Room 35
Room 27
Room 28
MPR

Room 32

8:30am - 10:30 pm
Parent Meetings**
Graduation**

08:30am - 2:30pm

Event Description and Occupying Dates
09/22/18,05/11/19
6/1/2019

Event Description and Occupying Dates

Classroom Requested:
MPR
MPR - Stage Required

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.

Prepared by Louise Chu
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Tri-City School Calendar — Sample
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