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Instructions for  Directors of  
Community Ed, Ext ended  Day, and Summer Camp  

CE/ED New Employee Set - up Process  
 
 
Effective 5/19/10 : A position control form (PCF) is now required for the set -up of all Community 
Ed/Extended Day/Summer Camp positions .  The procedural process is as follows:  
 

1.  CE/ED Director interviews and  decides on the candidate .  
 

 New - Hire  to DCPS : Director will provide candidate the New - �+�L�U�H�� �³�V�H�W- �X�S�´�� �S�D�S�H�U�Z�R�U�N�� �W�R��
complete and also instructs him/her  �W�R���F�R�P�S�O�H�W�H���'�&�3�6�¶ on - line application .  Once everything is 
�F�R�P�S�O�H�W�H�G���E�\���W�K�H���F�D�Q�G�L�G�D�W�H�����W�K�H���³�V�H�W- �X�S�´���S�D�S�H�U�Z�R�U�N���L�V���U�H�W�X�U�Q�H�G���W�R���W�K�H���&�(���(�'���'�L�U�H�F�W�R�U.  Director 
will follow the remaining steps  (2 -8) below.  

 
 Current DCPS employee : Director obtain s �H�P�S�O�R�\�H�H�¶�V��PN and follow s step s # 2 and # 3 ONLY. 

 
2.  The  �&�(���(�'�� �'�L�U�H�F�W�R�U�� �P�X�V�W�� �F�R�P�S�O�H�W�H�� �W�K�H�� �³�%�R�R�N�N�H�H�S�H�U���6�H�F�U�H�W�D�U�\�� �3�&�)�� �'�D�W�D�� �(�Q�W�U�\�� �)�R�U�P�´��

(see page 4)  and provide all the required information needed to input the PCF in SAP.  The 
completed form will then be given to the bookkeeper/secretary for input.  If additional information 
is needed, the Bookkeeper/Secretary will return the form to the CE/ED Director.   

 
3.  Once the PCF is keyed, the Bookkeeper/Secretary will print the PCF and return it to the CE/ED 

Director.   The bookkeeper/secretary will retain the PCF data entry form and note the PCF # on that 
form.  

 
4.  CE/ED Director sends all new hire documents �L�Q���D���S�D�F�N�D�J�H���W�R���-�L�P���9�H�D�O�¶�V���&�(���(�'���R�I�I�L�F�H���I�R�U���D�S�S�U�R�Y�D�O�� 

 
5.  Packets received in the CE/ED office are logged in and reviewed for accuracy (packets are 

processed in the order they are received).  
 

6.  If the packet is not  approved by the CE/ED office:  
 The checklist it �H�P���V�����W�K�D�W���D�U�H���L�Q�F�R�U�U�H�F�W���Z�L�O�O���E�H���Q�R�W�H�G���D�V���³�S�H�Q�G�L�Q�J�´ 
 Jim Veal will  �U�H�W�X�U�Q���W�K�H���3�&�)���E�D�F�N���W�R���³�R�U�L�J�L�Q�D�W�R�U���V�W�D�W�X�V�´���Z�L�W�K���F�R�P�P�H�Q�W�V���R�Q���W�K�H���3�&�) 
 Paper package with noted checklist will be returned to the CE/ED Director  
 The CE/ED Director will make appropriate corrections to the paper package and follow -up 

with the Bookkeeper/Secretary for any PCF corrections  
 CE/ED Director will re -submit the package with reprinted PCF back to CE/ED office  
 If approved upon second review, see step 6  

 
7.  If the packet is approved by CE/ED  office:   

 Fingerprint payment will be processed by CE/ED  office  
 �-�L�P���9�H�D�O���Z�L�O�O���D�S�S�U�R�Y�H���D�Q�G���³�U�H�O�H�D�V�H�´���W�K�H���3�&�)���H�O�H�F�W�U�R�Q�L�F�D�O�O�\�����7�K�H���3�&�)���Z�L�O�O���D�X�W�R�P�D�W�L�F�D�O�O�\���V�X�E�P�L�W��

to Budget for approval, then to HR for finalization.)  
 Paper package along with the confirmat ion of fingerprint payment will be returned to the 

CE/ED Director  
 CE/ED Director will contact HR and schedule fingerprint/set -up appointment for the 

candidate  to attend  
 Candidate will bring the completed/approved package with them to the fingerprint/set -up  

appointment  
 

8.  HR will confirm clearance of fingerprinting and will finalize PCF process in  SAP.  IMPORTANT :  New 
hires are not  to begin work until the CE/ED Director has verified with  HR that they have been 
cleared.  
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PCF GENERAL INFORMATION  FOR CE/ED DIRECTORS  
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List of acceptable Job Codes    NOTE:  Summer Camp positions should utilize Extended Day job codes  

 

S300APT = School Office Asst. (part-time) 
S300AMA = School Office Asst. (multiple assignment) 
 

NN61 = Comm Ed Instructor II (system defaults to part-time) 
NN61MA = Comm Ed Instructor II (multiple assignment) 

NN62 = Comm Ed Instructor III (system defaults to part-time) 
NN62MA = Comm Ed Instructor III (multiple assignment) 
 

E023PT = School Security Guard (part-time) 

E023MA = School Security Guard (multiple assignment) 
 

NN64 = Ext. Day II (system defaults to part-time) 
NN64MA = Ext. Day II (multiple assignment) 

NN65 = Ext. Day III (system defaults to part-time) 
NN65MA = Ext. Day III (multiple assignment) 

NN90 = Ext. Day Director (system defaults to part-time) 
NN90MA = Ext. Day Director (multiple assignment) 

 
 

List of acceptable FA/CI codes 
 
5900120  = MA Comm Ed Instructor II 

  MA Comm Ed Instructor III 
  MA Ext. Day II 

  MA Ext. Day III 
  MA Ext. Day Director 

 
5900128  = PT Comm Ed Instructor II 

  PT Comm Ed Instructor III 
  PT Ext. Day II 

  




