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Introduction

Booster clubs are an important part of promoting, supporting, and advancing the extracurricular activities at schools. Principals are responsible for the relationships between the school and booster clubs, and meet periodically for training and monitoring activities. The following guidelines serve for the establishment and operation of all booster clubs in Forsyth County Schools.


Establishing a Booster Club

1. Meet with the designated school administrator to discuss the organization of the club and obtain approval.
2. Obtain 501C3 designation as a non-profit organization. 
3. Obtain a federal tax ID number. *
4. Obtain exemption from state sales tax. *
5. Develop bylaws that contain:
a. Organization’s purpose and creation date,
b. Qualifications for membership and rules of voting,
c. Duties, terms and election procedures for officers,
d. Procedures for developing an annual budget, 
e. Procedures for maintaining meeting minutes and financial reports/bank records for five years,
f. Method of amending bylaws, 
g. Conditions for calling special meetings.
6. Original bylaws must be approved by the school principal and amended bylaws must be submitted to the school athletic director upon revision. 
7. Establish a bank account and determine a mailing address (may not use the school address).
8. Establish an annual meeting calendar with the time, date and location of regular meetings, and share with club members. All meetings are open to the public. 
9. Comply with all applicable Board policies and regulations, especially in the areas of finances and purchasing. 
*Booster clubs MAY NOT use the school/school district tax ID number. Visit www.irs.gov for more information.

Relationship with the School/Staff

· The school coach/director must be present at all booster meetings.
· Booster clubs do not have the authority to direct the duties of a school district employee or to spend money for the school’s benefit without the approval of the principal or designee. 
· The school administration should apprise booster clubs of all school activities related to the purpose of the club. Booster clubs should apprise the school administration of all club activities. 
· The scheduling of contests, establishing rules for participation, determining methods of earning letters and all other criteria dealing with school programs are under the jurisdiction of the school administration. 
· FCS employees may not solicit students or parents of students to purchase equipment, supplies, or services from the employee or to participate in activities that financially benefit the employee unless approved by the Forsyth County Board of Education or an authorized designee. 
· The principal has the authority to dissolve the relationship between the school and the booster club at any time.

Operations

Financial
· Booster funds may never be co-mingled with personal funds or banking accounts.
· All funds must be processed through the audited booster club accounts.
· Financial statements should be made available to the general club membership, principal or school athletic director upon request.
· On behalf of booster clubs, coaches must submit the Fundraiser Request Form for district approval. 
· All expenditures should be itemized as outlined by the school athletic director to meet state Gender Equity reporting requirements. 
· No employee of Forsyth County Schools may hold the office of treasurer, appear on a signature card for bank accounts, sign checks or collect funds during school hours.
· Booster clubs may not incur any debt in the name of the school district or school.
· All funds remaining in the treasury of a dissolved booster club must be spent to support the program the club was established to support or donated to the school.

Stipends and Gifts to Coaches
Coaches (including lay coaches) and/or athletic directors may not accept payment directly from booster clubs for coaching, additional coaches, directing or sponsoring activities. If a booster club wants to provide an appreciation gift, it must be first authorized by Forsyth County Schools’ human resources department and the school principal, and then submitted for payment through FCS’ payroll office to follow IRS guidelines.
· Head coaches may receive a maximum of an additional $6,000 per fiscal year per responsibility, but not to exceed the FCS funded supplement amount for that responsibility. 
· Assistant coaches, lay coaches, assistant sponsors, and assistant directors may be authorized to receive up to an additional $5,500 per fiscal year per responsibility, but not to exceed the FCS funded supplement amount for that responsibility. 
Gift cards cannot be used to pay an employee compensation for their services.  A principal may give a gift card to an employee that does not exceed $25 for a special event. This one-time amount is not considered remuneration.
	See FCS Staff Remuneration Monetary Guidelines for more information.

Donations
· The superintendent or his designee and/or principal are authorized to accept or reject donations to the school district, school, or any team affiliated with the school district or school from any source, including booster clubs.
· If donations are approved, the receiving school or donor is responsible for all costs in connection with the donation, including any cost of transportation, installation, storage, or disposal.
· If a booster club makes a monetary donation to the school, it may make recommendations as to how the funds should be used, but the ultimate decision is made by the school administration consistent with school district and other requirements. All gifts or donations are the property of the school and the school district.

Alterations to School Property
· Alterations to Forsyth County School property is interpreted to mean: additions, renovations, changes to any structures including signs, lighting, fencing, drainage systems, playground equipment, shrubs, trees, plantings, paint colors, wall coverings, murals, etc.
· On behalf of booster clubs and coaches, school athletic directors must submit the School Initiated Project Submittal Form for district approval. Before any work is started, written approval from the facilities department must be on file at the   local school.
· Approvals obtained in no way imply that funding will be provided by the facilities department or school district.
· If a meeting between the booster club and facilities department is necessary, it will be scheduled by the school principal.
· Booster clubs may not name school facilities. Naming requests may only be submitted by the school principal to the public information and communications department.


Annual Reporting 

Prior to the last day of the school year, the following must be submitted to the school athletic director:
· Annual Booster Club Registration Form 
· Ending Bank Financial Statements
· Gender Equity Report 
School athletic directors must submit this information to the district athletic director, who will work with the district finance office on the internal audit.
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