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This manual contains procedures, policies, rules and guidelines for programs 
sponsored by Bel Air Recreation Committee, Inc.  (“BARC”).  BARC thanks our 
Board of Directors, Officers, Committee Members, Program Chairpersons, 
Coaches, Volunteers, and Participants for their cooperation in following this 
manual in the operation of our programs.   

The current version of this manual will be posted online at 
http://www.belairrec.org.  Printed copies may be picked up at the McFaul 
Center during regular office hours. 

 

This manual supersedes and replaces the Program Chairpersons Guidelines and any other 
written memoranda, or previous verbal guidance, regarding matters addressed herein. 
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I. BARC Overview - BARC is a non-profit Internal Revenue Code Section 501(c)(3) 
organization and is incorporated under Maryland law.  BARC operates approximately 
30 recreational and athletic programs for adults and youth in the Bel Air area.  BARC 
is an independent organization and is not an agency of the governments of Harford 
County or the Town of Bel Air.  However, BARC does receive financial and facility 
support from those government entities.  

II. BARC Governance - The governance of BARC is as set forth in the By-Laws of the Bel 
Air Recreation Committee, Inc. (Exhibit 1 attached).  In general, an elected Board of 
Directors and set of Officers oversee the operations of BARC on a volunteer basis. 

III. Role of Harford County Department of Parks and Recreation (HCPR) - Harford 
County Government maintains a Department of Parks and Recreation staffed by paid 
employees of Harford County.  This department has a network of district offices 
throughout the County that assist BARC and other Recreation Councils and 
Committees as follows: 

A. Acting as a liaison to Harford County, the Town of Bel Air, and Harford County 
Board of Education for operational matters and obtaining permission to utilize 
their facilities for BARC program use. 

B. Assisting with the dissemination of information regarding BARC programs, 
including flyer distribution to area schools. 

C. Coordinating maintenance and supervision of facilities, as requested by BARC. 

D. Serving as a community contact for inquiries about BARC programs, particularly 
during business hours when Volunteer staff may not be available. 

IV. Other Harford and Neighboring County Recreation Councils - These are all separate 
entities with their own operating methods.  While an attempt is made to coordinate 
activities common to other councils, particularly as to youth sports that play in the 
same leagues, it should not be assumed that all matters set forth in this manual will 
concur with other councils’ operating methods. 

V. Participant Eligibility - BARC programs are available to all members of the 
community on a nondiscriminatory basis.  While the programs are primarily 
intended for residents of the Bel Air area, such residency is not required to register 
for a BARC program.  Unless a program receives prior approval to limit program 
participation to individuals with a prior level of skill or experience, a program must 
accommodate individuals with no prior experience. 

VI. Programs Available - A list of the programs currently operated by BARC is posted on 
the BARC website (http://www.belairrec.org).  BARC reserves the right to add or 
cancel programs at any time based on its own discretion. 



 
 

 
 

VII. New Programs - Any proposal for a new program must first be submitted to the 
BARC Board for approval.  As a general rule, new programs must meet the following 
criteria to be accepted: 

A. Nonprofit Motive - A new program request will not be approved if the individual 
or group of individuals making the proposal are, or appear to be, motivated to 
use the program for personal profit. 

B. Continuity - BARC generally wants new programs to be of a type that will 
continue on even after the original organizers are no longer involved. 

C. Facilities Available - There must be facilities available to meet the new 
program’s needs, both now and in the future, based on a reasonable expectation 
of program growth. 

D. Type - The program must be of a type that would generally be sponsored by a 
community recreation council.  

VIII. BARC Board’s Right to Terminate Positions-The BARC Board shall have the absolute 
right to terminate, with or without cause, and with no requirement of prior notice, 
any individual providing services for BARC.   Such positions include, without 
limitation, Program Chairpersons and officials, Coaches, Volunteers, or paid 
independent contractors.   Such termination is not subject to any right of appeal. 
 

IX. Code of Conduct 

A. General - All Participants, Coaches, parents, spectators and others associated 
with a program must adhere to the attached BARC Code of Conduct (included in 
Exhibit 2 attached). Failure to adhere to the code of conduct may result in 
disciplinary action being taken against the individual by the Program 
Chairperson. Disciplinary actions may include temporary or permanent 
suspensions from BARC activities. In addition, all Participants and spectators 
must accept an ejection by a referee on duty, and remove themselves from the 
immediate area. Individuals ejected may also be subject to additional disciplinary 
action. 

B. Reviews of Disciplinary Actions –Individuals disciplined per above may have 
their suspension or other disciplinary action reviewed as follows: 

1. Review to Vice President of Programs-The disciplined individual may file and 
request a review to the BARC Vice President of Programs (“VP Programs”). A 
written notice requesting the review must be made by e-mail to the VP 
Programs within 7 days of the disciplinary action being taken. The VP 
Programs will interview the individual and all other parties involved in the 
matter including known witnesses and interested parties. The VP Programs 
may then decide to affirm, modify, or overrule the disciplinary action. 



 
 

 
 

2.   BARC Level Review-If the disciplined individual is dissatisfied with the VP 
Programs decision, the individual may file an additional request for review to the 
BARC Board by e-mailing a notice requesting the review within 7 days of the 
decision by the VP Programs. The notice should be e-mailed to the BARC 
President. A panel of three Board members, not to include the VP Programs, will 
be selected from the overall BARC Board to conduct the review. In choosing the 
panel, the BARC Board will make every effort to select individuals who are not 
the current Program Chairperson or who are currently heavily involved with the 
Program in question. The panel’s decision is final. No other reviews may be 
requested. 

C. Timing of Reviews- The disciplined individual, Program Chairperson and program 
personnel, and the BARC Board are to cooperate so that reviews are promptly 
heard and decided. 

X. Program Registration 

A. Timing of Open Registration - A period of open registration shall take place prior 
to the start of each program so as to allow adequate time for the program to 
prepare for its start date.  Participants should be aware that many programs 
register months in advance due to the time needed to order uniforms and 
certain equipment.  A program may cut off registrations to some or all age 
groups, or the overall program, once capacities have been reached. 

B. Acceptance of Terms - In order for BARC to process a registration, the 
Participant (or parent) must agree to comply with BARC’s Code of Conduct, 
Release of Liability, and Limited Refund Policy (all in Exhibit 2 attached). 

C. Online Requirement - Effective January 1, 2017 all programs are required to 
conduct their registrations online using the BARC approved registration site.  If a 
Participant is absolutely incapable of registering online due to lack of a bank 
account or other legitimate reason, the Participant should contact the Program 
Chairperson for alternate manual registration methods. 

D. Notification - The dates of open registration for a program are to be announced 
through reasonable means such as the BARC and program websites, school 
flyers, and e-mails to prior year Participants. 

E. Preference to Prior Year Participants - With prior approval from the BARC 
Board, a program that expects to quickly fill to capacity once registration opens 
may conduct an early registration for prior year Participants.  Once this early 
registration ends, no further preference will be given to prior year Participants. 

F. Late Registration and Waiting Lists - Programs may establish procedures for 
Participants to register outside of open registration if space is available or 



 
 

 
 

becomes available.  A late fee of no more than $25 may be charged for late 
registration.  Waiting lists may also be established by a program. 

G. Confidentiality of Participant Information - Participant information, including 
names, mailing addresses, phone numbers, and e-mail addresses, are to be used 
solely for purposes directly connected to BARC activities.  Access to databases 
containing this information is to be limited to the Program Chairperson and 
specifically authorized individuals only.  Age Group Commissioners and Coaches 
should only have access to the portion of the database related to their age 
group.  Under no circumstances shall printed or electronic versions of player 
databases, or any part thereof, be provided to outside individuals or 
organizations.   

XI. Fees 

A. Affordability and Financial Aid - BARC is committed to keeping program fees 
reasonable and affordable to Participants.  In cases of financial need, a program 
may reduce a fee partially or completely to a family that qualifies for assistance.  
There is no specific financial aid form.  A request for financial aid should be 
completed verbally by explaining the circumstances and need for aid to the 
Program Chairperson.  A Program Chairperson or Coach may also initiate a 
financial aid request if they know of a person in need.   

B. Setting Fees - The Program Chairperson shall determine the fees for the 
upcoming year and submit them to the BARC Board for approval in advance of 
registration.  In general, the fees shall be set at a level that allows the program to 
breakeven.  In some cases, programs may set fees higher, in order to build a 
reserve for a future purchase of equipment needed for the program. 

C. Non-Approved Fees - All program fees are to be determined by the Program 
Chairperson and approved by BARC.  Individual teams and Coaches may not alter 
the fee structure for a team, irrespective of any parent “vote”.  However, parent 
input may be obtained to determine whether a team signs up for an invitational 
tournament.  Example - A Coach and some parents decide it would be nice for 
the team to have custom warm up sweatshirts with the team and players’ names 
on them.  They wish to collect $50 from each Participant to pay the cost.  This 
activity is not permitted. 

D. Types of Fees: 

1. Base Registration Fee - Each program shall charge a base registration fee 
that will generate funds to cover costs required to operate its main overall 
program, as well as to cover the cost of the BARC head tax (see below), 
which shall be assessed to each Participant.   



 
 

 
 

2. Supplemental Fees - With the consent of the BARC Board, programs may 
charge supplemental fees to Participants to cover items such as: 

a. Separate Uniform Fee - Uniforms that are not included in the base 
registration fee.  Examples include: 

1) Uniforms that may be used for multiple years. 

2) Incremental costs for travel team uniforms that are more expensive 
than those included in the base registration fee. 

b. Tournament Fees and Related Matters - The cost of teams or individuals 
entering tournaments (not including league playoff type tournaments at 
the end of the season that are covered by the base registration fee).  
With respect to end of year or other invitational tournaments, 
Participants who are unable or unwilling to participate in a tournament 
are excused from this fee if they so advise their coach immediately after 
the tournament schedule is determined.  No refunds will be issued for 
tournament fees if a Participant later realizes that attendance at the 
tournament is not possible. Coaches should consult with parents prior to 
signing up for end of year invitational tournaments to obtain the level of 
interest.   BARC recommends that teams not enter more than two 
invitational tournaments. Program Chairpersons must approve all 
tournament entries and process the related application payments. 

c. Second League Fees - The costs of participating in additional leagues or 
games beyond those covered by the base registration fee.  This includes 
additional referee fees. 

E. Limited Refund Policy - As set forth in the terms of registration, BARC maintains 
a limited refund policy.  Once a registration fee has been paid, no refund will be 
made unless, prior to the start of the program (i.e., when formal activities start 
such as evaluation sessions):   

1. Out of Area Move - A Participant moves more than 15 miles from the 
residence indicated on their registration. 

2. Injury - The Participant is injured to the extent that they are unable to 
participate in the program (doctor note required).   

3. Program is Canceled - The program is canceled in its entirety, or is partially 
canceled for the age group or division for which the Participant registered. 

4. Tournament Refunds-If a tournament is canceled for weather or other 
reasons, and the tournament sponsor sends refunds to BARC, Participants 
will be correspondingly refunded.  It should be noted that tournaments have 
varying refund policies and do not always provide for full refunds. 



 
 

 
 

5. No Other Refunds - BARC programs annually receive many refund requests 
for reasons outside of those above (e.g. Participant did not make the team 
hoped for; practice and games conflict with other Participant activities; 
Participant does not like a sport after trying it etc.).  None of these types of 
reasons qualify for refunds - only the four (4) reasons listed above qualify for 
refunds. 

6. Refund Fee-The amount of any refund will be reduced by 5% to cover credit 
card and other processing fees incurred. 

F. BARC Imposed Fees: 

1. Head Tax - Each Participant signing up for a program must pay a head tax 
that will be incorporated into the base registration fee.  The current head tax 
amount is $20, based on a typical program or season length of 4 to 5 months.  
The BARC Board may approve an adjusted head tax amount for certain 
programs that operate on different schedules or are one-time events.  The 
head tax receipts are credited to the General Fund and Future Facility Funds 
to cover costs of BARC overhead expenses such as: 

a. Insurance  

1) Liability for Participants and Volunteers – A policy is maintained that 
provides liability and secondary medical coverage. 

2) Errors and Omission for the BARC Board  

b. Facility Costs - Subject to budgeted available funds, BARC pays the costs 
of custodial and monitor fees for Harford County Board of Education 
inside facilities, over-seeding, turf/artificial turf and other normal athletic 
field maintenance, portable toilets, and cleaning costs at certain facilities. 

c. Contractual Costs for Treasurer and Secretary  

d. BARC Website Costs  

e. BARC-wide Annual Volunteer Appreciation Social Events  

f. Background Checks for Youth Coaches and Certain Volunteers 

2. Excess Facility Costs - If the budgeted funds for facility costs are exhausted in 
a given year, BARC may impose a surcharge on indoor or outdoor programs 
on a per person basis to make up the shortfall.  The surcharge will be applied 
to affected Programs in the next succeeding year or session. 

XII. Program Operating Dates - All programs must have prescribed beginning and ending 
dates for their entire program or sessions within a program.  Unless authorized by 
the BARC Board, no program may operate outside of these dates.  In addition, 



 
 

 
 

individuals associated with a program must not represent that any out-of-season 
activity is part of a BARC program.   

XIII. Facilities: 

A. General - BARC programs operate at a variety of indoor and outdoor facilities 
owned by HCPR, Harford County Public Schools (HCPS), the Town of Bel Air, and 
certain private schools or privately owned facilities.   

B. Assigned Facilities - Each program will be assigned locations where the program 
may operate on specific times and dates.  Programs must participate in General 
Membership and scheduling meetings conducted by BARC in order to be 
assigned facilities for their program. 

C. Prohibition on Non-assigned Facilities - Programs may not utilize facilities 
outside of those assigned irrespective of their apparent availability.   

D. Limit on Travel - Unless authorized by the BARC Board, programs are not 
permitted to travel for games and tournaments outside of the area to the extent 
that an overnight stay would be reasonably required.   

E. Special Facilities - If a program receives permission to utilize a non-assigned 
facility (e.g. an indoor facility for late winter lacrosse tryouts), any costs 
associated with the use of the facility must be paid for with program funds.   

F. Names and Location - The BARC website provides a list of and directions to each 
facility utilized by BARC programs.  Locations for away games and events will be 
provided by the Program. 

G. Initial Equal Allocations to All Teams - Some programs have “A” level or “travel” 
types of teams that may practice more frequently and/or have more games than 
other teams.  Such travel teams will initially be allocated facility slots at a rate no 
greater than those of basic recreation teams.  If additional slots are still 
available, those slots may be allocated to the “A” or “travel” teams.  

H. Weather Related Closures 

1. Grass and Artificial Turf Fields - Programs are not permitted to utilize grass 
or artificial turf fields if snow is present on the field.  Snow may not be 
removed from the fields using shovels or other privately owned equipment, 
because doing so may damage the turf or displace the rubber granules 
essential to cushioning the artificial turf.  Wet or soggy grass fields may be 
closed by a Program Chairperson, BARC, HCPS, HCPR or the Town of Bel Air.  
Programs and individual teams must adhere to these closures.  When an 
outdoor complex is closed, it means for all areas at the complex, including 
non-game field areas (unless otherwise advised).  Coaches, parents and 



 
 

 
 

Participants should check the BARC and/or program website for closure 
information.  

2. Indoor Facility Weather Closures – Closure of these facilities is determined 
by the entity owning and operating the facility.  Participants should check the 
BARC website to determine a facility’s status during inclement weather.  It 
should be noted that HCPS has a specific closure policy during snow events 
that sometimes may close their facilities for time periods extending beyond 
the time that roads may appear passable. 

3. Lightning-All outdoor activities are to immediately cease if lightning is 
spotted or thunderstorms are in the area regardless of whether it is raining.  
Activities are not to resume until 30 minutes after the last sighting of 
lightning. 

XIV. Injuries, Prevention and Awareness  

A. Injury Reporting-Any injury to a Participant that is expected to require 
immediate or subsequent medical care is to be promptly reported to BARC by 
the Program Chairperson using an Injury Report Form (included in Exhibit 3).  
Coaches should be given copies of the report prior to the start of a program and 
made aware of the need to promptly complete and submit these reports to the 
Program Chairperson.   

B. Emergency Contact Lists-Coaches are to have the emergency contact phone 
numbers for all members of their team.  This may be in a written or electronic 
format and is not to be shared outside of the coaching group (for privacy 
reasons).  A sample format is included in Exhibit 3.  Parents are responsible for 
making the coaching staff aware of any medical conditions that might affect their 
child’s participation. 

C. Examining Injuries -Attached is a short handout (included in Exhibit 4) from the 
National Alliance for Youth Sports covering areas to examine when a player is 
injured.  We recommend that all Parents, Participants and Coaches read this 
handout that is also posted on the BARC website. 

D. Concussion Awareness-It is important to be aware that concussions can occur in 
any athletic activity (not just official contact sports such as football and lacrosse).  
Included in Exhibit 4 (and posted on the BARC website) is a Parent Fact Sheet on 
concussions published by the U.S. Department of Health and Human Services.  
All BARC Coaches, Parents and Participants must read this document in order to 
better understand this important health issue.  Any Participant that suffers what 
may be a concussion is to be immediately removed from a game or practice, and 
should seek medical attention.  In addition, all Participants will be required in 
the online registration process to agree that they understand the availability of 



 
 

 
 

information on concussions, head injuries and cardiac arrest available on the 
links noted in Exhibit 2. 

E. Prevention-Age-group guidelines for injury prevention must be made known to 
Participants, parents, and Coaches and must be adhered to.  These include 
pitch/inning limits per game and per week for baseball pitchers, safe tackling 
techniques in football, heading restrictions in soccer, safety of techniques in 
cheerleading, acceptable body checks in lacrosse, game-per-week limits in all 
sports, and use of safety equipment in all sports.  

F. Excessive Activity and Burnout-BARC encourages coaches and parents to be 
aware of potential wear injuries that may result from children engaging in 
excessive amounts of games and practices, particularly if playing two sports in 
the same season, or playing for multiple teams in the same sport.  Aside from 
the risk of physical injury, children may lose interest in an activity if it consumes 
too much of their time. 

XV. Town Funds - The Town of Bel Air has always maintained a close relationship with 
BARC and has historically provided annual funding to assist BARC in operating its 
programs and maintaining certain facilities.  Each year BARC allocates the funds in 
the following order: (Note: Town Funds may not be used items that are subject to a 
supplemental fee due from Participants.) 

A. Tier 1 Community Programs - Certain community activities receive annual 
funding in light of their historic relationship to the Town of Bel Air, including the 
Community Band, Community Chorus, and the Summer Concert Series. 

B. Tier 2 Bel Air Parks - Funds are next allocated to the maintenance of the 
Rockfield playground, lighting costs for certain parking areas, and turf 
maintenance at the Rockfield and Ewing Street athletic fields.   

C. Tier 3 Equipment - In order to keep youth programs that require significant 
equipment more affordable, funds are next allocated to such programs for 
specific use in replacing or reconditioning equipment, and to programs that have 
been approved for assistance with the cost of nonrecurring items (e.g. soccer 
goals that last several years).   

D. Tier 4 Residual - The remaining amount available is then allocated to all youth 
recreational programs based on the ratio of the number of Participants in a 
program to the total of all Participants in all youth recreational programs.  This 
amount will be approximated based on prior year data.   

XVI. Fundraising –  

A. Generally-BARC programs are not required to engage in fundraising.  BARC 
recognizes that family demands often make it difficult for parents to assist in 



 
 

 
 

fundraising.  However, some programs do engage in fundraising activities to 
reduce the costs of the programs or to assist in specific program related 
purchases.  

B. Fundraising Approval - All fundraisers require the advance approval of both the 
Program Chairperson and BARC.  Approval is obtained by completing and 
submitting to the BARC President a Fundraiser Application Form (Exhibit5). 
Annual approval is required even if the fundraiser was conducted and approved 
in the prior year. 

C. Fundraising Proceeds to be Deposited into BARC Accounts - All fundraising 
gross proceeds must be deposited by the Program Chairperson with the BARC 
Treasurer.  Funds raised may not be placed in a separate, independent account. 

D. Caution on Percentage Fundraisers - While very simple to implement, programs 
should be wary of fundraisers where a program receives a percent of the amount 
spent at a restaurant by individuals related to a program.  The percent to be 
given to the program usually does not include tax, tips and beverages.  The result 
is often a low amount to the program for a large amount spent at the restaurant. 

E. Direct Donations - In lieu of fundraising with merchandise type items, some 
programs have found success in soliciting donations or sponsorships particularly 
during the registration process.  BARC will issue a donation acknowledgement to 
the donor for tax purposes, if required by IRS regulations. 

F. Negotiate - Many BARC programs are very large and this fact can be used to 
obtain better commissions on fundraisers such as team and individual pictures. 

G. Concession Stands - These often require approvals beyond the BARC Board, 
including from HCPR and the County Health Department.  Special cash controls 
apply to concession stands and Programs must submit a reconciliation of income 
and expense to the Treasurer in a format similar to Exhibit 9.  Programs may not 
unilaterally contract with private vendors to set up mobile food trucks or staff a 
concession stand. 

H. Sales Tax-In recent times, most programs that fundraise by selling team wear 
such as sweatshirts, jackets, t-shirts etc. do so through vendors that can process 
the orders online and often make the items to order.  The vendor collects the 
money online and periodically shares a certain percentage with the program.  In 
these cases, it is important that the Program verify that the vendor is collecting 
the proper amount of sales tax on each order. 

I. Fundraising for Overall Program - In general, all fundraisers should be for the 
overall benefit of the program, rather than for particular age groups or teams.  
Depending on the circumstances, approval may be granted to fundraisers for the 



 
 

 
 

benefit of a large subgroup within a program, such as the overall travel division 
or the overall in-house division.  

J. Team Fundraising Generally Prohibited - As a matter of general policy, 
fundraising requests to benefit only a particular team will be rejected.  Team 
fundraising often can result in: 

1) Disparity in the fee structures of similarly situated teams. 

2) Inappropriate sub allocations of proceeds to individual Participants 
based on their participation in the fundraiser. 

3) Misleading of the general public into believing they are supporting the 
program as a whole. 

4) Reduced effectiveness of fundraisers intended to benefit the overall 
program. 

In addition, given the fact that BARC has hundreds of teams within its youth 
programs, BARC’s Board, Program Chairpersons and Treasurer cannot be 
expected to oversee and maintain financial control of large numbers of 
individual team fundraisers. 

Exceptions to the general prohibition on team fundraisers will be granted on an 
extremely limited basis only and must be approved in advance by the BARC 
Board.  

K. Individual Fundraising and Individual Allocations Strictly Prohibited - Approval 
will not be given for any fundraiser that is proposed to benefit a particular player 
only.  In addition, under no circumstances is the cost of a player’s participation in 
the program to be adjusted up or down based on the player’s participation in a 
fundraiser.   

L. No Forced Participation - Individual players and parents may be encouraged to 
participate in program fundraisers, but cannot be required to do so.  

M. Participation Based Allocations of Fundraising Amounts Prohibited - Programs 
may not distribute fundraising dollars disproportionately between teams based 
on the team’s level of participation in the fundraiser.  This is specifically 
prohibited as set forth in the attached Internal Revenue Service advisory letter 
excerpt (Exhibit 5). 

XVII. Required Program Annual Accounting and Information Submission - At least one 
month prior to the start of annual registration, and as a condition for starting 
registration, programs must submit to the BARC Board the following: 



 
 

 
 

A. Program Budget – A budget for the upcoming year is to be submitted using the 
format and prior year information that will be provided by the BARC Treasurer 
(see sample included in Exhibit 7). 

B. Program Questionnaire – In support of the budget, a questionnaire must be 
completed answering various questions about the program as to the fee, 
number of Participants, age group alignments, etc. (see sample included in 
Exhibit 7). 

C. Inventory - A complete inventory of equipment and uniforms on hand prior to 
the start of the upcoming season must be submitted to the BARC Board, 
including quantities, replacement values, and storage locations of the equipment 
(see sample in Exhibit7). 

XVIII. Websites: 

A. BARC Website - The BARC website is http://www.belairrec.org and contains 
information regarding programs, upcoming registrations, and links to individual 
program websites. 

B. Program Websites - A program may operate its own website for more detailed 
information regarding its activities.  The website must be registered with BARC 
with information regarding website registration and password control provided.   

C. BARC Matters Only - Websites are for BARC matters only.  They should not be 
used for other matters, including the promotion of out-of-season camps or 
vendors.  Information on camps should be limited to listing known available 
camps and providing the camp’s contact information.  No recommendations are 
to be made as to camps.  Sponsors may be recognized on the website, but 
advertising for the sponsor, including links for sales, is not permitted. 

XIX. BARC Meetings: 

A. BARC Board Meetings – The Board meets the second Tuesday of each month at 
the McFaul Activity Center (except July, August and December), and at any other 
such time that the BARC President declares a need to meet in between such 
scheduled meetings. 

B. General Membership Meetings - These are held on the fourth Tuesday of the 
month at the McFaul Activity Center (except July, August, and December).  All 
programs are asked to be represented, preferably by their Program Chairperson, 
if at all possible.  These meetings provide an opportunity to provide updates on 
programs, discuss issues affecting BARC, and for BARC to disseminate 
information on a Countywide issues.  Members of the general public may also 
attend.   

http://www.belairrec.org/


 
 

 
 

C. Program Meetings - Programs wishing to obtain meeting space should contact 
the Harford County Recreation Specialist located at the McFaul Activity Center.   

XX. Use of Facilities by Private Camps, Club Teams, Leagues and Clinics - In order to 
obtain gym or field space at HCPS, private programs must affiliate with a Harford 
County recreation council.  Due to concerns with liability, controls and background 
checks, BARC has determined it will not affiliate with such programs.  If space is 
requested at non-HCPS facilities, the private program may seek space from the local 
Recreation Specialist.  BARC will not oppose the allocation of space for a private 
program as long as it does not interfere with regular BARC programs.  This non-
affiliation policy does not extend to camps or clinics directly sponsored and operated 
by BARC Programs.   

XXI. Role of Program Chairperson - A Program Chairperson is responsible for planning 
and running a BARC sanctioned activity.  This includes: 

A. Defining program schedules and goals 

B. Controlling program funds and budgets 

C. Registering Participants 

D. Developing program staff including ensuring completion of required background 
checks 

E. Managing program equipment 

F. Program facility scheduling and publicity  

XXII. Program Chairperson Appointment - Program Chairpersons are appointed, and may 
be terminated, by the BARC Board.  Generally, a retiring Program Chairperson will 
submit the name of a suggested successor to the Board.  However, the BARC Board 
does not have to accept the suggested successor and may solicit other individuals 
for the post.  There is no set term for a Program Chairperson. 

XXIII. Program Governance - Due to the large size of many BARC programs, Program 
Chairpersons are encouraged to enlist the support of others to provide assistance in 
handling the many tasks that are needed for a successful program.  Examples of such 
assistance could include establishing the following positions: 

A. Advisory Board - A group of experienced individuals that meet periodically to 
provide input to the Program Chairperson. 

B. Scheduler - Individual to handle scheduling of practices and games. 

C. Facilities Manager - Oversees field lining, goal maintenance, etc. 

D. Age Group Commissioners - Oversees evaluations, team drafting, coaching 
assignments, etc. 



 
 

 
 

E. Fundraising Manager - Plans, obtains approval and implements fundraisers. 

F. Equipment Manager - Oversees equipment inventory, maintenance and uniform 
needs, assists Program Chairperson in obtaining bids for new equipment, etc. 

XXIV. Financial Matters, Purchasing and Controls: 

A. Prohibition on Team Accounts - Under no circumstances may a program, team, 
Coach, or individual maintain a separate bank account for handling income and 
expenses.  All income and expenses must go through the BARC Treasurer’s 
office.  In addition, monies must never be deposited into personal accounts for 
funds belonging to BARC regardless of whether doing so may appear to be 
convenient.  To avoid confusion during fundraising, it should be made very clear 
that checks are to be made out to the “Bel Air Recreation Committee, Inc.” 

B. Program Income: 

1. Income generated to support BARC programs generally comes from the 
following sources: 

a. Base Registration Fees – See above 

b. Supplemental Fees - See above 

c. Fundraising - See above  

d. Direct Donations - As a 501c(3) entity, donations to BARC are tax 
deductible.  Note that payment of registration supplemental fees are not 
donations. 

e. Allocation of Town Funds - See above. 

2. Collection of Income - Whenever possible, funds should be collected using 
the BARC registration website.  This is mandatory for base registration fees 
and is encouraged for supplemental fees.  Other funds may be collected by 
check or cash, but checks are always preferred from a control and proper 
crediting standpoint.   

3. Due Dates for Fees 
a. Base Registration Fees- These fees are due upon registration 

(generally by credit or debit card during online registration).  Under 
no circumstances may a nonregistered or nonpaid individual 
participate in Program activities.  Those wishing to register, but who 
have financial issues, may request aid as above. 

b. Supplemental Fees-These fees must be promptly collected as soon as 
the amount of such fees is determined.  BARC recommends that 
these fees be collected online through our registration software. 
Participants that have not paid their supplemental fees within 14 days 



 
 

 
 

after the fee amounts are announced are to be suspended until 
payment is received.   
 

4. Depositing of Checks and Cash - Program Chairpersons should immediately 
stamp checks with the BARC “For Deposit Only” ink stamp with the Program 
Number that has been provided to them by BARC.  Checks should never be 
made out to the Program Chairperson, Coaches or any other individuals 
involved with a program.  Program Chairpersons should then complete an 
Income Submittal Form (included in Exhibit 8) and deliver the funds to the 
attention of the Treasurer at the McFaul Center during normal business 
hours.   

5. Prompt Deposit Requirement - Program Chairpersons are required to regularly 
deposit funds that have been collected by their program into their program 
account.  At a minimum, a Program Chairperson must make a deposit within 10 
days of any point in time that the program has accumulated $500 of cash and 
checks.  The $500 threshold includes funds held by the Program Chairperson and 
any other person charged with collecting funds for the program.  Any cash or 
checks not deposited by the end of the month must be deposited by the 10th day 
of the next month, regardless of whether the end of month balance had reached 
$500. 

6. Cash Collections Not for Expenses - Unless a program has been granted a 
specific exception by the BARC Board, Program Chairpersons are not permitted 
to utilize cash collections to pay for the operating expenses of the program. 

C. Program Expenses - Depending on the size and complexity of the program, 
Program Chairpersons can expect to deal with many individuals, companies and 
vendors to provide the goods and services needed to conduct the program: 

1. Equipment and Uniforms: 

a. Generally-Program Chairpersons should seek to obtain equipment 
and uniforms that are of good quality and that are reasonable in 
price.   

b. Uniforms-When obtaining uniforms, care should be taken to order 
uniforms that are consistent with those used in similar programs and 
that will not excessively increase the cost to Participants.  Non-
essential items such as warm ups, jackets, non-uniform caps, away 
jerseys, etc. should not be part of the uniform order.  However, such 
items may, with BARC’s consent, be sold as fundraiser items on a 
program-wide basis. 



 
 

 
 

c. Safety Equipment - The following items must be purchased new and 
be periodically recertified or disposed of in accordance with the 
manufacturers’ directives: 

1) Football helmets 

2) Lacrosse helmets owned by BARC 

3) Baseball batting helmets 

4) Any other protective gear requiring such handling 

d. Seeking Bids for Equipment and Uniforms - Equipment and uniform 
purchases above $2,000 should be put out to bid at least once every 
three years.  The current price for the bid items is not to be made 
known to the bidders.  In general, the low bidder should be selected.  
However, BARC realizes that there could be situations where it makes 
sense to continue with the current vendor, such as when the vendor 
has a good track record for quality and prompt delivery, but is slightly 
higher than the lowest bidder.  Program Chairpersons seeking an 
exception to the lowest bidder being awarded should consult the 
BARC Board before proceeding with the purchase.  All bids and 
pricing proposals must be in writing. 

e. Online Purchasing - An online vendor can be a bidder with the online 
price generally being the bid (although some online vendors will give 
quantity discounts on request).  Program Chairpersons wishing to 
make online purchases should consult with the Treasurer for 
instructions on handling the required credit card payment.  Since 
online vendors require advance payment, care should be taken to 
only deal with known, reputable vendors. 

f. Equipment Disposal - When a decision is made that equipment is no 
longer suitable for BARC use, it is the policy of BARC that all such 
equipment is to be discarded, and not donated, or given to 
Participants.  This is due to liability considerations. 

g. Exclusive BARC Use - All equipment is to be used exclusively for BARC 
purposes and may not be loaned out for any other purpose.  At the 
end of a season, all BARC equipment is to be collected and securely 
stored.  This includes securing goals and removing nets for soccer, 
field hockey and lacrosse. 

2. Services: 

a. Instructors - While BARC generally operates with Volunteers, there 
are some situations where paid contract instructors are needed.  



 
 

 
 

When this occurs, permission must be sought from the BARC Board to 
retain the instructor.   

b. Referees - Program Chairpersons are responsible for arranging 
referees (including baseball umpires) for a programs games.  
Generally referees are obtained from various sources: 

1) Referee Organizations - Some leagues retain organizations 
that train and assign referees to games.  Payment for these 
referees is generally handled in two different ways: 

a) On Field Payment - Coaches are provided checks that 
can be cashed to pay referees cash on the field.  The 
Program Chairperson is responsible for providing 
documentation to the BARC Treasurer in support of 
the checks to be issued to Coaches.  Any funds not 
used by a Coach at the end of the season due to 
cancelations or other reasons must be returned to the 
BARC Treasurer.  The referee organization is 
responsible for the tax reporting to the individual 
referees. 

b) Payment to Organization - In some cases, the referee 
organization will bill BARC periodically for the services 
of their referees. 

2) BARC Referees - In some cases a program may directly 
contractually retain individuals to referee games.  This is 
often the case for younger age groups in various programs.  
Programs and their leagues are responsible for insuring that 
referees directly retained have been properly trained. 

c. Other Services - Most other services such as grass cutters, inside 
monitors, site maintenance, etc. are handled directly by BARC, HCPS, 
HCPR, or the Town of Bel Air.  However, programs may find it 
necessary at times to hire individuals for various tasks such as field 
lining (although an attempt should be first made to obtain 
Volunteers). 

d. Independent Contractors - All service providers retained by BARC are 
independent contractors for tax purposes and must sign an 
independent contractor agreement and IRS Form W-9 (both in Exhibit 
6) before beginning any work.  Independent contractors receiving 
$600 or more in payments from BARC in a calendar year will receive a 
Form 1099MISC to report the income to the Internal Revenue Service. 



 
 

 
 

3. Related Parties and Conflicts of Interest – Purchases of uniforms, 
equipment, or services from individuals connected with the Program is 
not permitted unless approved by the BARC Board. This includes a 
Program Chairperson hiring relatives for services such as refereeing or 
field lining. If approved, the amount paid to a relative for such services 
must be at the current market rate and the relative must not receive 
priority in receiving assignments (such as refereeing).   

4. Other Expenses: 

a. League Fees - Most athletic leagues require a per team entry fee to 
cover the costs of administration and scheduling. 

b. Trophies and Awards - Programs may pay reasonable costs for these 
items.  While participation trophies are permitted, it is recommended 
that they be given to the youngest age group only (if at all). 

c. League Playoffs - The cost of year-end play-off type tournaments is 
usually covered by the Program using base registration fees or 
required league fees paid. 

d. Non-League Tournaments - Some programs have teams that may 
enter invitational tournaments during or immediately after the 
season.  The tournaments may involve teams from outside the 
immediate area.  These tournament fees must be funded by the 
individuals participating in the tournament (see Supplemental Fees 
above).  The Treasurer will promptly pay a tournament entrance fee 
once the program has collected the related supplemental fees from 
the Participants.  In cases where a program Coach wishes to play in a 
tournament that will fill up prior to being able to collect the 
supplemental fees, the BARC Board should be consulted on how to 
proceed.  It is extremely important that BARC not extend funds for a 
tournament sign up and then not have the team participate. 

e. Meeting Expenses - A Program Chairperson may request a 
reimbursement for food and light refreshments served at occasional 
Coaches meetings and clinics.  However, costs must be minimal, not 
include alcoholic beverages, and not include items ordered per 
person at a restaurant (i.e. pizza and sodas are ok, crab cakes and 
beer are not).   

f. Coaching Apparel - BARC encourages programs to buy polos, T-shirts 
or sweatshirts that can be used to clearly identify registered Coaches. 
These should be of a different type than any sold as fundraisers.  The 



 
 

 
 

total cost per Coach is limited to $35.  Any cost in excess of $35 must 
be paid by the Coach before being provided with the item. 

g. Supplies and Miscellaneous Expenses - Program Chairpersons will 
also find it necessary to purchase various other items such as field 
paint, markers, first aid supplies, whistles, marker boards, meeting 
food and drinks, etc.  For small items, Program Chairpersons may buy 
these items directly and then request reimbursement from the 
Treasurer.   

h. Fundraising Expenses - Care must be taken to insure that costs 
related to a fundraiser are kept separately from other costs so that 
they may clearly be identified.  Fundraising costs are to be a separate 
line item of check requests submitted to the Treasurer. 

i. Concessions Costs - These are to be paid by BARC checks and not in 
cash from the concession stand’s cash income (unless authorized for 
specific items by the Board). 

j. Non-recurring Items - Any non-recurring item(s) in advance of $500 
must receive advanced approval from the BARC Board.  (Example:  A 
program’s field goals are worn out and need replacement.  The new 
goals should last 6 years and will cost $2,000.  Advance approval is 
required for this purpose.) 

k. Limitations on Gifts and Non Program Expenditures-Programs will 
sometimes request to donate Program money to what they perceive 
as a good cause or for an out of season activity.  Except for de minimis 
amounts, such as funeral flowers for a deceased individual related to 
the program, such expenditures are not permitted.  Program funds 
must be used for direct Program matters only.  In addition, due to 
Internal Revenue Regulations, BARC cannot serve as a collection 
conduit for donations to non BARC activities. 

l. Mileage Not Reimbursed - BARC does not reimburse for automobile 
mileage costs related to Volunteer activities in our programs.  
However, Volunteers may be entitled to a charitable deduction for 
such mileage when filing their taxes.  Please consult your tax advisor.  

D. Submitting Check Requests - The following procedures must be followed in 
order for a check request to be processed: 

1. Program Chairperson to Receive Bill - Vendors are to send all bills to the 
Program’s Chairperson.  This will allow the Program Chairperson to promptly 
review the bill.  When a new Program Chairperson is appointed, immediate 
steps should be taken to provide each vendor with the new address. 



 
 

 
 

2. Vendor Must Itemize - This is generally not a problem with today’s 
accounting systems, but the Program Chairperson must insure that a vendor 
details each bill.  For example, a uniform vendor cannot simply send a large 
bill that reads “Uniforms for XYZ Program”.  The bill must separate out sizes, 
styles, items, and price.   

3. BARC to Pay Bills - Program Chairpersons or Coaches are not to pay the bills 
themselves and then seek reimbursement (except for small items per above).  
Bills are to be paid directly to the vendor by BARC.  Any Program Chairperson 
seeking an exception to this policy for a particular invoice should consult the 
Board first. 

4. Submission of Check Request - Once a bill has been verified for accuracy, the 
bill may be submitted to the Treasurer for payment.  The bills (invoices) must 
be attached to a completed check request (include in Exhibit 8) in order to be 
processed for payment.  When completing the check request, an invoice 
should be broken down between expense categories.  (Example:  A vendor 
submits a bill for both uniforms and field lining paint.  The check request 
should separate these two types of expenses on the check request.) 

5. Submitting Request - Requests may be dropped off at the McFaul Center to 
the Treasurer’s attention during normal Monday-Friday business hours.  They 
may also be emailed or faxed to the Treasurer.  When emailing, please use 
Adobe (.pdf) attachments only unless it is just a couple pages long (in which 
case .tiff, .jpeg, etc. files may be used).  It is recommended that the Program 
Chairperson retain a copy of the submission for future reference. 

6. Deposits - Given BARC’s long term existence and credit worthiness, paying 
advance deposits with orders is generally frowned upon.  Our policy is to pay 
upon delivery of the goods or services.  If a vendor does require a deposit for 
a larger order, a Program Chairperson should seek advance approval from 
the BARC Board. 

7. Program Chairperson Submissions Only - Only Program Chairpersons may 
submit check requests.  Any exception to this policy must be approved by the 
BARC Board.  An exception might be allowed in certain situations, such as 
when a new Program Chairperson has taken over a large program, and the 
former Program Chairperson agrees to stay on and handle the purchasing 
and check requests. 

8. Program vs. Town Funds – To the extent that a Program has unspent Town 
Funds available, the Treasurer shall charge qualifying expenditures to the 
Town Funds account until it is exhausted.   



 
 

 
 

XXV. Youth Athletic Programs - The following applies to Youth Athletic Programs (“YAPs”) 
only. 

A. Defined - YAPs are the following programs available to youth in grades Pre-School to 
12:  football, soccer, field hockey, cheerleading, baton, wrestling, basketball, 
baseball, lacrosse, karate, jujitsu, Discovery basketball, and Discovery soccer. 

B. Goals - With respect to youth athletics, BARC’s goal is to sponsor instructional, 
competitive, enjoyable, and affordable youth athletic programs.  BARC does not 
sponsor, directly or indirectly, independent club teams.  Individual teams within a 
BARC YAP are to be operated by its Program Chairperson and Coaches in a manner 
that is substantially similar to one another with consistency as to fees,  practice 
scheduling, instruction, league and tournament participation, and uniforms.  
Individual teams within a BARC program are not to be operated in such a manner 
that they take on the characteristics of independent club teams. 

C. Age Groups: 

1. Establishing - Most age groups are established based on those mandated by 
leagues that the programs participate in.  The Program Chairperson is 
responsible for clearly publishing the age groups on the website including the 
applicable age determination date.  It should be noted that some Programs use 
an age determination date of September 1, rather than a date near the start of 
the season, in order that players tend to be grouped by HCPS grade level (HCPS 
also uses September 1).   

2. Play-Ups and Play-Downs Generally Prohibited - BARC generally does not 
support players participating in an age group other than the one applicable to 
the Participant’s age.  This is especially important in any type of contact sport.  If 
a program does wish to allow a Participant to play up, it must be specifically 
recommended by the Coaching group, Age Group Commissioner, and Program 
Chairperson.  It must also be specifically authorized by the parent.  Play down 
requests are very rare and must be approved by the BARC Board. 

D. Types of Leagues - There are generally two types of leagues in our YAPs: 

1. “Rated” Leagues - These are leagues where the Participants in an age group are 
assigned to teams based on their ability.  Examples are leagues with A/B/C 
divisions or similar designations.  Sometimes a rated league may allow more 
skilled teams only (i.e. “Travel”).  In such cases, lesser skilled players will 
participate in a separate league designated for players at that level.  

2. “All In” Leagues – “All In” or “In-House” leagues are those where players of all 
skill levels are assigned to teams in a single league with the goal of creating 
evenly balanced teams. Usually drafts are conducted as a means of creating 
balanced teams (see below). 



 
 

 
 

E. Evaluation Sessions - These sessions are generally held prior to the start of team 
practices and games.   

1. Purpose - These sessions are necessary for the purpose of grading participant 
skills so that players can be: 

a) Assigned to the correct level in Rated Leagues, or 

b) Assigned to All In leagues so as to create balanced teams. 

2. Teams to be Formed From Scratch - Under no circumstances should a Coach, 
Program Chairperson or other program official represent that a player is 
guaranteed a spot on a particular team because of a prior year placement or 
participation in an off season activity.   

3. Scheduling - The sessions are to be scheduled for times that are least likely to 
conflict with ongoing prior season activities.  In addition, sessions should be held 
on varying times and days to further insure that participants will be able to 
attend at least one session. 

4. Number of Sessions - BARC recommends that a minimum of two, and preferably 
three sessions be held.  Program Chairpersons must recognize the importance of 
these sessions to Participants and parents. 

5. Fairness – Program Chairpersons must take reasonable steps to insure that the 
sessions are conducted in a manner that fairly evaluates each Participant.  While 
knowledge of a Participant’s skill level from prior years may be a factor, it should 
be secondary to the performance at the sessions.  Under no circumstances 
should a Participant be excused from the sessions simply because of their prior 
reputation. 

6. Use of Independent Graders - BARC recommends that Program Chairpersons 
utilize at least some independent graders at the sessions.  These should be 
individuals with prior experience, but that have no connection to the Participants 
at the session. 

7. Registration Required/No Separate Tryout Fees - In order to attend evaluation 
sessions, a Participant must be registered and have paid the base registration 
fee.  Programs may not conduct evaluation sessions for a separate fee that 
would not commit the Participant to the BARC program in the event the 
Participant is dissatisfied with the team assignment or grading level. 

F. Team Selections: 

1. Drafts - These are often used to divide players up in “All In” Leagues or to divide 
players into equal teams when there is more than one team at the same level in 
a Rated League.  Coaches should draft based on Participant grading and not 



 
 

 
 

attempt to form neighborhood teams or teams consisting primarily of family 
friends. 

2. Team Requests - As a general rule, BARC does not recommend that Program 
Chairpersons honor requests from parents to have their child placed with a 
particular Coach, or keep a prior year team together in the current year.  BARC’s 
position is that, in the long run, Participants will benefit from having the 
experience of being coached by different individuals, since each Coach may have 
something unique to offer. 

3. Car Pool Requests - The past experience of the BARC Board is that most car pool 
requests are thinly veiled team requests.  BARC recommends that they only be 
honored when the parent presents a compelling case for needing to be paired 
with a particular other player. 

4. Acceptance of Team Assignment - Participants must accept their team 
assignment or they will need to leave the program without refund. 

G. Coaches: 

1. Registration and Background Check Required - No individual may serve as a 
Coach or Assistant Coach in a YAP unless they have registered as a Coach and 
completed a background check.  Coaches may find that as a season progresses, 
individuals may step forward to help out, but they do not want to go through the 
registration and background process since they can only help out periodically.  
This is not permitted.  There is no such thing as a nonregistered helper-adults are 
either registered coaches who have gone through a background check, or they 
are spectators. 

2. Registration Method-Individuals wishing to volunteer to coach must do so using 
the online registration process.   

3. Coaching Selections-While most programs need qualified coaches, some may 
have more volunteers than positions.  The Program Chairperson will determine 
the final selection of coaches for the program after consulting with other key 
personnel such as age group commissioners.  The coaching decisions of the 
Program Chairperson are final.  A prior year coaching position does not 
guarantee that an individual will be selected for a coaching position in the 
current year. 

4. Background Checks-Once an individual is notified of selection to be a Coach, the 
individual must undergo a background check completed by the BARC designated 
organization.  The Program Chairperson will provide the Coach with a BARC 
specific registration letter (see Exhibit 10) that will be used to access the website 
and enable completion of the background check self-registration process.  Once 
processed, the individual and BARC will be notified of the results of the 



 
 

 
 

investigation.  A Coach that receives an approval determination by the 
designated BARC background investigation provider may begin working with the 
YAP.  If a prospective coach does NOT receive an acceptable determination, the 
individual will be directed to communicate with the BARC background 
investigation provider to clear-up any discrepancies that may result in an 
approval.  Regardless, BARC has no involvement in final determinations.  
Acceptable background check results are transferable among other BARC YAPs 
during the time that they are active; the current period is 2 years. 

5. Other Volunteers Needing Background Checks-Individuals over the age of 18 
that work directly with the members of a YAP on a regular basis (e.g., Team 
Moms and Dads that assist with equipment and administrative tasks for the YAP) 
must also go through the background check process.  However game 
scorekeepers and timers are not required to do so, but must remain at the 
scoring tables throughout the game. 

6. Background Check Compliance-It is the responsibility of the Program 
Chairperson to insure that all Coaches have gone through the background check 
process and that only Coaches with approved background check reports are 
working with the YAP participants.  This must be done promptly after the 
selection of Coaches.  A list of Coaches must be provided to the BARC Board 
member in charge of compliance. 

7. Background Check Noncompliance-The BARC Board reserves the right to 
suspend the activities of any YAP that does not promptly fully comply with the 
background check requirements. 

8. Alternative Background Checks Not Valid-Background checks or security 
clearances obtained through governmental or military employment may not be 
substituted for the required BARC background check. 

9. Training - Each Program Chairperson should develop training programs for the 
Coaches, including holding preseason seminars and developing coaching 
manuals.   

10. No “Working the Refs” - When it comes to sideline/bench behavior, BARC 
Coaches should not model themselves after college and pro coaches.  BARC 
Coaches that excessively or aggressively complain to referees may face 
suspension. 

11. Start on Time and Finish on Time - Coaches should start practices promptly and 
finish at the designated time (not early unless all parents are first verified to be 
present).  Setting this policy at the start of practices will increase the likelihood 
that parents will get their children there on time and be there on time for pick 
up.  If a parent has not arrived to pick up a player at the end of practice, a coach 



 
 

 
 

and another adult should wait with the child until the parent arrives.  The parent 
should be called immediately and advised that not being there on time for pick 
up cannot be tolerated. 

12. Coaching Team Assignments - When assigning Coaches, the Program 
Chairperson’s primary goal is to insure substantially equal instruction for all 
teams.  While some Coaches may request assignments with their Coaching 
friends, this should not be done if it results in certain teams having larger and 
more experienced staffs than other teams. 

13. Keep it Fun - Coaches should do what they can to make practices and games fun.   

H. Spectator Issues: 

1. Location of Spectators - Spectators are not permitted in a team bench area 
during a game.  Only registered Coaches, players, and BARC or league officials 
may be present in a team bench area.  This allows BARC to verify that only 
registered and background checked Coaches are present and prevents parents 
from disrupting the Coach’s ability to manage the team.  Each program may 
implement its own rules for locating spectators such as requiring them to be on 
the side of the field opposite the team bench sidelines.   

2. Disruptive Spectators - In general, it is the responsibility of the game referee to 
reprimand or remove disruptive spectators.  However, Coaches may contact 
their Program Chairperson to identify individuals that have violated the BARC 
Code of Conduct, but were not ejected by the referee.  If a spectator is ejected, 
but refuses to leave, the game will not be restarted until the spectator complies 
with the ejection.  If absolutely necessary, the Harford County Sheriff’s Office 
may be contacted for assistance.   

3. Alcohol and Smoking Prohibitions - All HCPS and most other sites prohibit 
smoking or consuming alcohol.  However, if a park site does allow smoking or 
alcohol consumption, Program Chairpersons and Coaches should ask that 
parents refrain from doing so anywhere immediately adjacent to the YAP 
activity.  This has become less of a problem in recent years, but still occasionally 
comes up. 

4. Tailgating Discouraged – Program Chairpersons should discourage parents from 
tailgating in the parking lots before or after games.  Tailgating can present a 
danger to children in busy parking lots, disrupt the flow of traffic, and cause 
parking space shortages.  At facilities where parking is very tight, Coaches should 
minimize the time of any post-game meetings and ask the parents to promptly 
leave the facility. 

I. Playing Time - All Participants in YAPs must be afforded adequate playing time 
regardless of whether doing so may affect the outcome of a game.  Each program is 



 
 

 
 

responsible for developing minimum playing time requirements that are to be 
provided to Coaches and parents.  If a parent has a playing time concern, the first 
step should be to speak with a Coach at halftime or after a game.  If the parent is still 
not satisfied, the parent should contact the Program Chairperson.  If at all possible, 
Coaches are encouraged to exceed the minimum playing time requirements for 
Participants.  

J. Paid Instructors and Trainers – These persons must be retained only through the 
Program Chairperson and must be approved by BARC.  The providing of any paid 
trainers or instructors should be consistent throughout program divisions so that 
similarly situated teams receive and are charged for the same level of instruction.  
Completed independent contractor forms must be provided to BARC before the 
instructor or trainer can provide services to a program.  Individual teams may not 
unilaterally retain paid instructors and trainers regardless of any parent votes to 
fund the instructor or trainer. 

XXVI. Document Revisions - This document will be periodically updated.  Updates will be 
posted on the BARC website with corresponding notification of any changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 
 

 

 

 

 

 

 

 

EXHIBITS 





































NOTICE REGARDING CONCUSSIONS, HEAD INJURIES, AND CARDIAC ARREST INFORMATION 

 

In accordance to Maryland law, I understand that information on Youth Sports Concussion and 
Head Injuries is available athttp://www.cdc.gov/headsup/youthsports/index.html and information 
on Sudden Cardiac Arrest at http://www.nhlbi.nih.gov/health/health-topics/topics/scda/ .   
 
 
_______By checking here, I agree that I have read and understand the above. 

 
 
 















Concussions a�ect each child and teen di�erently. While most children and teens with a concussion 
feel better within a couple of weeks, some will have symptoms for months or longer. Talk with your children�s 
or teens� health care provider if their concussion symptoms do not go away or if they get worse after they 
return to their regular activities.

 Plan ahead.  
What do you want your child or 
teen to know about concussion? 

What Are Some More Serious Danger 
Signs to Look Out For?
In rare cases, a dangerous collection of blood (hematoma) 
may form on the brain after a bump, blow, or jolt to the head 
or body and can squeeze the brain against the skull. Call 9-1-1 
or take your child or teen to the emergency department right 
away if, after a bump, blow, or jolt to the head or body, he or 
she has one or more of these danger signs:

� One pupil larger than the other. 
� Drowsiness or inability to wake up. 
� A headache that gets worse and does not go away.
� Slurred speech, weakness, numbness, or decreased 

coordination. 
� Repeated vomiting or nausea, convulsions or seizures  

(shaking or twitching). 
� Unusual behavior, increased confusion, restlessness,  

or agitation. 
� Loss of consciousness (passed out/knocked out). Even a  

brief loss of consciousness should be taken seriously.

You can also download the CDC HEADS UP 
app to get concussion information at your 
�ngertips. Just scan the QR code pictured at 
left with your smartphone.

What Should I Do If My Child  
or Teen Has a Possible Concussion?
As a parent, if you think your child or teen may have a 
concussion, you should: 

1. Remove your child or teen from play.
2. Keep your child or teen out of play the day of the injury. 

Your child or teen should be seen by a health care 
provider and only return to play with permission from 
a health care provider who is experienced in evaluating 
for concussion. 

3. Ask your child�s or teen�s health care provider for written 
instructions on helping your child or teen return to 
school. You can give the instructions to your child�s or 
teen�s school nurse and teacher(s) and return-to-play 
instructions to the coach and/or athletic trainer.

Do not try to judge the severity of the injury yourself. Only 
a health care provider should assess a child or teen for a 
possible concussion. You may not know how serious the 
concussion is at �rst, and some symptoms may not show 
up for hours or days. A child�s or teen�s return to school 
and sports should be a gradual process that is carefully 
managed and monitored by a health care provider. 

Children and teens who continue to play while 
having concussion symptoms or who return to 
play too soon�while the brain is still healing�
have a greater chance of getting another 
concussion. A repeat concussion that occurs 
while the brain is still healing from the �rst 
injury can be very serious and can a�ect a child 
or teen for a lifetime. It can even be fatal.

Revised 12/2015

To learn more, go to www.cdc.gov/HEADSUP 



EXHIBIT 5 

FUNDRAISER APPLICATION FOR APPROVAL
     IRS FUNDRAISING LETTER EXCERPT 



Bel Air Recreation Committee 

Fund Raiser Application 
 
INSTRUCTIONS: Fill out the form and return it to the President of the 

Recreation Committee.  He will obtain the Boards’ 
approval for you to proceed, then notify you.  If the 
Board has questions about the fund raiser, you will 
be contacted.  Remember, participation in the fund 
raiser by program registrants must be voluntary. 

 
 
Program:               
 
Chairperson:              
 
Product:               
 
Dates:      to     Sale Cost:     ea. 
 
Desired Profit:              
 
These profits will be used to           
 
               
 
               
 
               
 
               
 
               
 
 

Return to: 
 

Bel Air Recreation Committee 
525 W. MacPhail Road 

Bel Air, MD  21014 
 



Following is an excerpt from a directive issued by the IRS Director of Exempt Organizations on June 27, 
2011.   

Crediting of Fundraising Amounts Constitutes Private Benefit  
If a booster club confers a benefit on a participant in return for their fundraising activities, 
such as by crediting amounts raised by a participant toward that participant’s dues 
requirement, or by crediting amounts raised against the cost of a trip, the booster club is 
providing a private benefit to that participant. Consequently, such practices could result in 
the organization failing to be described in § 501(c)(3).  
Income from Services  
It is also possible that amounts credited to a participant’s account due to fundraising would 
constitute income from services, and could result in employment taxes 



 

 

EXHIBIT 6 

 
INDEPENDENT CONTRACTOR FORM 

IRS FORM W-9 



INDEPENDENT  CONTRACTOR  AGREEMENT 
 

--------Bel Ai-r ----- -------------- wants each Contractor to understand that under 
(Recreation  Committee/County) 

this agreement, each contractor is Independent,  Separate, and apart from  BelAir   
(Recreation  Committee/County) 

and is responsible for any and all F.I.C.A., Federal & State Income Taxes, and any and all other 

Employment and/or Business taxes owed on monies earned while under contract with 

  Bel Air  Under this agreement, it is understood 
(Recreation  Committee/County) 

that  each Independent Contractor  is totally  independent from   ------==B:::.:e=l Ai='=r · ------- 
(Recreation  Committee/County) 

and therefore, is not covered by ------------------- State Unemployment 
(State of Residence) 

Laws or the State Workman's  Compensation Act 
 
 
 

This agreement may be terminated by either Party upon written notice of at least ten (10) working 
days prior to date of termination. 

 
 
 

1/We have read this agreement and 1/We clearly understand ALL the Provisions contained therein. 
This Agreement was explained in full and with all implications to me/us before signing .. 

 
 
 

   ---------------------' this ---- of 
City State Day 

 
Month Year 

 
Rol  A;... 
AI' ......  rJLI..I. 

(Recreation  Committee/County) 
 

Witnessed By:  
By:    

(Contractor Signature) 
 
 
 

(Contractor Address) 
 

By: _ 
(Parent/Legal  Guardian/Custodian) 

 
By: _ 

(Recreation Committee Representative) 
 

 
By:    

(County Representative) 
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THIS AGREEMENT, made and entered into this  day of    , 20_, by 
and between BEL AIR  RECREATION COMMITTEE, INC., a body 
corporate of the State of Maryland, hereinafter referred to as "Committee", and   _ _ 
whose Social Security Number is hereinafter referred to as "Contractor11 

• 

 
WITNESSETH,  that the Committee and the Contractor for the considerations hereinafter named, 

agree with one another as follows: 
 

1. That said Contractor shall serve as: 
Position Program Rate per Game/Field/Hour Total 

 
 
 

and shall personally perform all work under this Agreement in a safe, diligent and workman like manner, shall 
exercise the degree of skill and expertise as is customarily employed by similar contractors performing similar 
work and shall personally perform the work in accordance with the instructions as prov ided by the Committee; 

2. That the work to be performed under this Agreement shall commence on the day of 
  , 20_ , and shall be fully and fmally completed on the day of , 20 
_; however, foregoing dates may be subject to change due to inclement weather and/or other unforeseen 
complications; 

3. That the Contractor shall personally perform his duties and responsibilities with regard to the 
program  and/or  conduct  the course or program at a facility provided  by the Committee and located  at 
- -----------' 

4. That both parties hereto further agree that this Agreement shall be null and void in the event that 
an insufficient enrollment, as determined by the Committee, is achieved in the course or program as set forth in 
paragraph  1above; 

5. That both parties hereto agree that the Contractor shall serve as an independent contractor, not as 
an employee of the Committee and shall be responsible for the reporting and payment of all required income 
and employment taxes; 

6. That the Contractor shall indemnify and save harmless the Committee from any and all suits, 
actions, damages or costs, of every nature and description to which the Committee may be subje cted or put by 
reason of injury to persons or property as a result of the work performed hereunder by the Contractor, if 
caused by an intentional act of the Contractor, his servants or his agents, or by the negligence or carelessness of 
the contractor, his servants or his agents; 

7. That it is further agreed by both parties hereto that any modification, amendment or extension of 
this Agreement shall be in writing and executed with the same formalities as this Agreement ; 

8. That the performance of work or services under this Agreement may be terminated immediately 
upon written notice, in whole or in part, when the Committee determines this is in its best interest. The 
Committee shall be liable only for payment for work performed or furnished prior to the effective date of such 
termination; 

9. That said Contractor shall be paid by check on a monthly basis only after having submitted a 
signed, Committee supplied time sheet within thirty (30) days of the last day worked ina given month for which 
he seeks compensation; and 

10. That said Contractor, if applicable, has initiated the process for a criminal background 
investigation as required by Maryland State law. 

 

IN WITNESS WHEREOF, the parties hereto have executed this Agreement the day and year frrst above 
written. 

 

WITNESS:  Bel Air   
(Recreation Committee, Inc .) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
z 
)> s:: 
m 

---------- -------------------BY     
(Contractor) 

   (SEAL) 
 

  _ (SEAL) 
(Recreation Committee Representative) 

 

WHEREAS, the Contractor listed above is urtder the age of eighteen (18); THEREFORE, I hereby 
ratify the above contract as parent/legal guardian or custodian of the above-named Contractor. 

_ _ _ (SEAL) 

(Witness) (Parent/Legal Guardian/Custodia n) 
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PROGRAM BUDGET FORMAT 

PROGRAM QUESTIONNAIRE 

INVENTORY FORM 



 Page 1 of 1

Oct '15 - Sep 16 Actual Oct'16-Sept'17 Budget Comments
Ordinary Income/Expense

Income

3300 · REGISTRATION 42,020.00

3400 · FUND RAISING 6,154.00

3410 · Contributions 3,600.00

Total Income 51,774.00

Gross Profit 51,774.00

Expense

4100 · EQUIPMENT & UNIFORMS 13,589.00

4200 · REFEREES & INSTRUCTORS

4200-01 · Referees & Instructors-Direct 465.00

4200-02 · Referees & Instructors-Reimb. 7,785.00

Total 4200 · REFEREES & INSTRUCTORS 8,250.00

4300 · FACILITIES & MAINTENANCE 2,514.73

4310 · REGISTRATION PER PARTICIPNT EXP

4310-01 · Head Tax to BARC 11,120.00

4310-02 · Registration refund 250.00

Total 4310 · REGISTRATION PER PARTICIPNT EXP 11,370.00

4315 · Computerized Processing Fee 1,056.94

4320 · TOURNAMENT, LEAGUE & CAMP FEES

4320-03 · Returned Check - fees 132.00

4320 · TOURNAMENT, LEAGUE & CAMP FEES - Oth 721.27

Total 4320 · TOURNAMENT, LEAGUE & CAMP FEES 853.27

4325 · Visiting Bands & Entertainment 1,125.00

4400 · TROPHIES & AWARDS 4,200.50

4500 · FUND RAISING EXPENSE 4,917.00

4735 · COMPUTER SOFTWARE 134.90

4750 · DUES 234.00

4760 · EQUIPMENT 1,087.25

4840 · SUPPLIES 1,719.46

Total Expense 51,052.05

Net Ordinary Income 721.95



Bel Air Recreation Committee, Inc. Program Chairperson Questionnaire 

Program chairpersons should be prepared to provide the following information with respect to their 
programs during their annual meeting with the Board.  This applies to all youth athletic programs 
including cheerleading and baton. 

1. Governance: 
a. With respect to the management of the program, provide an overview as to the positions 

held by others to assist the program chair (e.g. board of directors, advisory committee, age 
group commissioners, director of support functions such as fundraising or equipment 
management etc.) 

b. Is the program subject to the rules of a regional or national league or organization?  If so, 
identify the entity and its website.  Are its rules and policies posted on its website or 
otherwise made available to BARC participants? 

c. Does the program have written internal policies that supplement BARC’s overall policies?  If 
so, how are the policies made known to participants? 

d. Does the program have an individual that has tentatively been identified to succeed the 
current program chair? 

2. Age group formats-For each age group provide the following: 
a. The age group range and the age determination date (e.g. ages 7-8 determined as of 

September 1st). 
b. Are participants allowed to “play up” to an older age group?  If so, what criteria or approvals 

are required? 
c. Identify which of the following team placement formats apply to the age group: 

1) All participants must play on an “in house” team that is a blend of players of all skill 
levels, and more advance d players can try out for a separate travel team (i.e. travel 
players are on two teams during the season). 

2) All participants are grouped onto teams with players of similar skill levels and only play 
on one team during the season (e.g. A, B, C level rankings, or “rec”/”travel”). 

3) Other variations. 
d. What leagues the age group plays in and how many games during the regular season. 

3. Fees 
a. What is the base registration fee charged to participants in each age group and exactly what 

is included for the fee with respect to uniforms or required player equipment. 
b. Describe specifically the types of uniforms used by teams in various age groups and skill 

levels and whether a supplemental fee is charged beyond the base fee in order to obtain the 
uniform.  If a supplemental uniform fee is charged, provide the amount and how it is 
collected. 

c. Are the uniforms consistent as to cost and type as to all teams in a particular age group and 
level of play?  For example, do all travel teams have substantially the same uniform?   

d. How are tournament fees computed and collected? 



e. Taking into account all fees (including base fees, uniforms, travel fees, tournament fees), 
what would be the highest amount that has been paid in the past season to participate in 
the program (i.e. what is the most any travel player has paid in your program). 

f. Does the chair have knowledge or indication that teams may be collecting and disbursing 
funds through private accounts for fundraisers, offseason activities, apparel items, 
alternative uniforms, awards, trainers, etc.  

4. Officiating 
a. For each age group and level of play, provide an overview the type of officials that are 

utilized for games and competitions (e.g. regional officials organizations, directly hired 
adults and youth officials for Bel Air only etc.). 

b. How are officials paid?  Cash payment required at event?  Payments to officials scheduling 
organization who then pay the individual officials?  BARC payment periodically with check 
requests? 

c. Provide the officiating fees for all age groups and play levels, including number of officials 
used per game. 

d. What training or certifications is required of the officials in various age groups and level of 
play categories? 

5. Season Determination 
a. Identify the beginning and end of your season. 
b. Are coaches and participants aware that off season activities may not be perceived or 

represented as BARC managed? 
6. Evaluation of players and selection of teams 

a. For each age group and level of play classification, provide information on how evaluations 
and tryouts are conducted including: 
1) The number of evaluation sessions held prior to the ranking of players. 
2) The time of year when evaluation sessions are conducted. 
3) Any additional sessions held for higher level travel teams. 
4) Are outside evaluators used in the process? 
5) Are prior year players ever excused from participating in evaluation sessions? 
6) Steps taken to minimize scheduling conflicts with other sports ending their seasons. 
7) How the evaluation process is communicated to parents and players. 
8) How teams are selected from groups of players at the same level (e.g. draft by coaches, 

age commissioners pick, prior year team groupings maintained etc.) 
7. Tournaments 

a. For each age group and level of play, identify the tournaments that have traditionally been 
entered including whether they are preseason, post season, or during the season. 

b. Identify any tournaments that require, or as a practical matter require, participants to stay 
overnight away from home. 

c. Explain how tournament participation is decided.  Head coaches decide on their own?  
Program determines?  Combination of parents and coaches decide for each team? 

8. Coaches 
a. Provide information on the coaching for each age group and play level: 



1) Average number of coaches per team. 
2) Process of assigning coaches to teams. 
3) Training procedures for coaches including any certifications required. 
4) Procedures in place to address problems, or perceived problems, with coaches as to 

playing time, manner of conduct or other issues. 
9. Outside Services 

a. Has the program hired, or does it plan to hire, individuals or groups to provide instruction or 
assist in player evaluations.  If so, provide an overview including what teams are provided 
the instruction, how much is paid, type of instruction, and the names of groups or 
individuals hired for this purpose. 

b. Does the program pay for other services (other than officiating) such as field lining, 
equipment management, field mowing etc.? 

10. Fundraising 
a. Identify any fundraising programs previously undertaken by the program in the last year and 

any new fundraising programs that may be pursued in the current year.  Also indicate 
whether the fundraiser was for the program as a whole, a subgroup within the program 
such as travel, or for a particular team. 

b. If your program operates concession stands or conducts any other type of fundraising sales, 
indicate what steps are taken to insure that income and expenses are properly accounted 
for. 

11. Purchasing and Vendors 
a. Identify your major vendors and what products that you buy from them. 
b. For uniform and major equipment purchases, what steps has the program taken to insure 

best pricing.  When was the last time competitive bids were taken on equipment and 
uniform purchases? 

c. Do you purchase any items from online vendors (not including local vendors that have 
online ordering). 

d. Are any individuals other than the program chair given the authority to order items with 
vendors? 

12. Background Checks 
a. Has your program taken steps to insure that all coaches and other individuals working 

closely with children have gone through the required background check? 
b. Has your program occasionally done random checks to insure that only registered coaches 

that have approved background checks are present at practice and games. 
 

 

 

 

 



BEL AIR RECREATION COMMITTEE INC.

PROGRAM INVENTORY

NAME OF PROGRAM________________________________________
PROGRAM NUMBER_________________________________________
DATE OF INVENTORY_______________________________________

Item Description (A) Quantity on Hand (B)Replacement Cost Each Total Replacement Value (AxB) Location
0



 

 

EXHIBIT 8 

 
INCOME SUBMITTAL 

CHECK REQUEST 



 Bel Air Recreation Committee 

 INCOME SUBMITTAL FORM 
 
 

Date ____________________       Cash $ _____________ 
 
Program ____________________________________________ Checks $ _______________ 
 
Program # __________    Total $ _______________ 
 
   
Breakdown of Funds: 
$ Amount        # New  # Renew 
     Registration - Number of Registrants __           ___     
     Fund Raiser 
     Donations 
     Other  (Specify) :        
 
 
Chairperson Signature : ____________________________________________ 

NOTE:  After verifying your figures, if there is a discrepancy the treasurer will notify you. 
 
 
 

  
 
 
 
 

 Bel Air Recreation Committee 

 INCOME SUBMITTAL FORM 
 
 

Date ____________________       Cash $ _____________ 
 
Program ____________________________________________ Checks $ _______________ 
 
Program # __________    Total $ _______________ 
   
 
Breakdown of Funds: 
$ Amount        # New  # Renew 
     Registration - Number of Registrants __           ___     
     Fund Raiser 
     Donations 
     Other  (Specify) :        
 
 
Chairperson Signature : ____________________________________________ 

NOTE:  After verifying your figures, if there is a discrepancy the treasurer will notify you. 
 

 
Cash $    

 
Checks $   

 
Total $    

 

 
Cash $    

 
Checks $   

 
Total $    

 



 CHECK VOUCHER 
 
Sue Cathell 
Treasurer       Date      
Bel Air Recreation Committee    Program #     
 

Please write the following check(s) and charge the                                    
  Program for the expense using the funds in the town or program account 
as indicated below. [Town funds may be used to purchase equipment, uniforms, shirts, socks, 
supplies and other such items thatare necessary to play the sport.  They can not be used for trophies, 
awards,leadership fees, award parties or other such items.] 
 

  Town/ 
Payable to:   Program Amount Item(s) being purchased 

 
__________________     T / P      $       

  Paid with Check #            
 
__________________     T / P      $       

  Paid with Check #            
 
__________________     T / P      $       

  Paid with Check #            
 
__________________     T / P      $       

  Paid with Check #            
 
__________________     T / P      $       

  Paid with Check #            
 
__________________    T / P      $       

  Paid with Check #            
 
__________________     T / P      $       

  Paid with Check #            
 
__________________     T / P      $       

  Paid with Check #            
 

 
Signature:___________________ 

Note: Only the program Chairperson is authorized by the 

Board to request checks using their town/program    Chairperson Signature  
funds.  All signed receipts must be submitted with 
this voucher. 

 
 



 

 

EXHIBIT 9 

 
CONCESSION STAND RECONCILIATION 



Concession Income & Expense Form 
 
 

Bel Air Recreation Committee 
525 W. MacPhail Rd. 

Bel Air, MD 21015 
 

Program #__________________   Program Name____________________________ 
 
Activity covering the period____________________to_________________________ 
     (Date)    (Date)   
 
INCOME: 
 
  Food and drink  $_____________ 
   
  Merchandise    ______________ 
 
  Other      ______________ 
 
  TOTAL INCOME    $______________________ 
 
 
 
EXPENSE: 
 
  Game officials  $______________ 
 
  Merchandise     ______________ 
 
  Food, drink, supplies    ______________ 
 
  Other      ______________ 
 
Please provide receipts 
 
  TOTAL EXPENSE    $_______________________ 
 
 
NET INCOME ENCLOSED W/DEPOSIT SUMMARY $_______________________ 
(Total income less Total expense) 

 
Signed_______________________________ 
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NCSI BACKGROUND CHECK LETTER 



Dear Applicants:

BEL AIR RECREATION COMMITTEE AND LEAGUEATHLETICS.COM is proud to announce its partnership with National Center for
Safety Initiatives through which we will engage in a comprehensive background screening program for our coaches and volunteers.

BEL AIR RECREATION COMMITTEE AND LEAGUEATHLETICS.COM has taken important steps to ensure the highest level of safety
within our programs. One of these steps is the implementation of a standardized approach to background screening for our coaches
and volunteers. This includes a comprehensive background screening using NCSI's Full Service product and a simple "Red Light/Green
Light" clearance report issued in accordance with the criteria chosen by BEL AIR RECREATION COMMITTEE AND
LEAGUEATHLETICS.COM.

Simply go to http://www.ncsisafe.com and click on "Background Screening Self Registration" on the left side of the webpage. Complete
three easy steps:

Step 1: Enter Self Registration Number:  
Step 2: Enter Your Information as Requested 
Step 3: Provide Legal Authorization and Certification

It is important when entering your name, that you use your full legal name as written on your birth certificate or driver's license.
Please also verify that your social security number and date of birth were typed correctly. Using nicknames or failing to type correct
information may delay your background screening and could require additional fees.

The "Red Light/Green Light" results will be sent directly to BEL AIR RECREATION COMMITTEE AND LEAGUEATHLETICS.COM.
National Center for Safety Initiatives will contact you directly if there are any questions, problems or issues related to your specific
information. Please provide a valid email address as our contact with you will be primarily electronic. Please be sure to add
@ncsisafe.com to your list of acceptable domains in your email program to receive notifications from us.

Once you have submitted your information you will receive a confirmation page. The background screening generally takes 10 business
days to complete and you may check your status on our website under the "Applicant Login to Check Your Status" link at
www.ncsisafe.com.

If you have any questions or problems submitting your information, please call the National Center for Safety Initiatives at (866) 833-
7100.

Thank you for your participation and your cooperation in this important process. We are excited to offer world-class programs, working
with world-class people!
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