
SAS Contract Guidelines 

Who can receive a SAS Contract? 
In order to be eligible for a SAS activity contract, employees must be listed as active in Munis. If they are not 

active, they must complete a Substitute/Temporary/Less than 15 hrs/wk Position on-line application, complete 
online orientation and all mandatory training and process with HR before signing the contract. For questions 
concerning the application process, contact Human Resources, 452-2000, ext. 11357. 

Contracts must be entered into Munis and approved PRIOR to the start of the activity. 

For questions regarding the SAS contract process, contact the HR Coordinator for Subs/Temps at 452-2000, ext 
11383 or robyn.anderson@k12northstar.org.

Hours for SAS compensation must be worked outside of normal work hours (i.e., before or after normal work 

hours, lunch break). Those activities that are paid on an hourly basis are subject to overtime once the employee 

reaches forty (40) hours for the week. 

Which SAS contract? 

SAS Certified Contract 
 FEA and Exempt employees only

 Issued for ALL activities and athletic sponsorships

 Contract is paid as a lump sum at the end of the activity

o A second personnel action is created for payment at the end of the

activity

SAS Classified Contract 
• Non-FEA Employees

o ESSA

o Subs

o Temps

o Exempt

• Issued only for non-athletic activities

• The SAS Agreement is paid at an hourly rate of $12.50. Once the employee has accrued 40 hours in a

week (regular position hours and SAS Agreement hours), then the SAS Agreement hours are paid at a

rate of $18.75 per hour for overtime

o Time submitted through Munis on normal pay cycles

SAS Volunteer Athletic Contract 
 Non-FEA employees

o ESSA

o Subs

o Temps

o Exempt

 Issued only for ATHLETIC coaching sponsorship

 Contract is paid in a lump sum at the end of the contract

o A second personnel action is created for payment at the end of the activity
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I have an employee doing a SAS contract at a different school, 

what happens now? 

The home school will need to enter the personnel action when it is received from the school where the 

activity is taking place. 

The school where the activity is taking is responsible for completing the contract, making sure all signatures 

are on the form along with the account number. That school will then email the contract to the home school 

for the home school principal to sign and then enter into Munis as a personnel action. 

For hourly contracts, the employee will use TimeClock Plus to clock in and out. 

For employees that will be paid as a lump sum, the school where the activity is taking place will need to 

notify the home school when the contract is completed, so a second action can be submitted for payment. 

Tracking initial personnel action and payment action 

Google Doc, Excel, notebook with paper copies? 

You need to make sure contracts are entered prior to the start date of the contract 

and that lump sum payments are paid as soon as the activity ends. 

This will help prevent double payments, no payments, not entering the initial 

personnel action but entering the payment action then wondering why the 

sponsor has not been paid. 

SAS forms are available at: 

https://www.k12northstar.org/Page/7996 
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Initiating “Actions Entry” 

2) Enter the Employee number, tab to Effective Date

3) Enter the first day of the contract for the Effective Date, tab thru Authorization Date to Action Code

4) Enter an Action Code of “SAL”, the content will change to “SAL – SALARY CHANGE”

5) In “Reason/Auth” field select the appropriate code for the type of SAS contract or payment being entered.

 SAS – STUDENT ACTIVITY SPONSORSHIP

 SAS1 – SAS FEDERAL PROGRAMS

 SAST – AFTER SCHOOL PROGRAM FEA

 SASX – SAS CURR EMP_SAS AT DIFF LOC

 SASY - ASP ESSA REGULAR DUTIES

 SASZ – AFTER SCH PGRM NON REG DUTY

6) An Action Number will be issued and appear in the Action Number field.

7) Write the action number on the contract in the upper right corner. You can tab to the Action Number field and

copy, using the the key stroke of Ctrl-c, to copy the number.

8) Tab to the “Comment” field and enter the following format;

SAS – comma – Action Number (using keystroke Ctrl-v to paste) – comma – Location Code – comma – Type of

Activity – comma – Date range of Activity – comma – Amt to Pay

Example: Must use commas with no spaces 

SAS,1800007,HRD,CROCHET CLUB,JUL-SEP 2017,$1040.00 

9) Once the Comment field is entered, highlight the entire field and using the keystrokes of Ctrl-c, copy the content

of the Comment field.

10) Click “Accept”

11) Click “Attach” and when TCM opens, double click on the “Personnel Action Attachment” selection displayed in

the lower half of the screen.

1) Click “Add”
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Effective Date 

12) Select “New” form on the actions ribbon

13) Click on “Personnel Action” tab on right side of screen

14) In “Description” field enter or paste (Ctrl v) the same information in the same format as you entered in the

“Comment” field of the Personnel Action. (see item 7 for example format)

15) The Effective Date is the first day of the contract and matches the effective date on the entry page.

16) Click on “Import” from the ribbon illustrated in step 12, navigate to and select the supporting document, click

“Open”. The document should now appear in the main body of the TCM window.

17) Click on “Save”

18) Click on “Close Viewer”, to exit TCM.

Don’t forget to release the action into workflow! 

Enter a second action – payment action – when the activity is over and the admin signs. 
Follow the same process to enter the payment action into MUNIS.  Use Reason Code SASP 
when entering the payment action. 

Only the FEA contract and the Nominal fee contract requires a second action to pay.
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MUNIS SAS Account Numbers 

Reporting 

Unit 

(School 

Code) 

Fund 

(General 

Fund) 

Function 

(Student 

Activities) Program 

Program 

Descrietion 

Budget 

Check 

Code 

Budget 

Check 

Descrietion Object 

Object 

Descrietion Proiect 

XXX 10 70 1070 (Use for all elementary SAS activities) 310 Certificated Salaries 13160 Extra Duty Pay Certified 0 

1100 Academic Decathalon 320 Non-certificates Salaries 13250 Extra Duty Pay Classified 

1105 Activities Coordination 13255 Extra Duty Pay Others 

1115 Art Resource 

1125 Baseball 

1130 Basketball - Boys = long account number

1135 Basketball - Girls 

1145 Cheerleaders 

1150 Class Advisors 

1155 Cross Country Running 

1160 Cross Country Skiing 

1165 Drama/Debate/Forensics 

1173 Flag Football 

1175 Football 

1190 Gymnastics 

1200 Hockey 

1215 Instrumental Music 

1220 Interest Clubs - Non Sport 

1225 Interest Clubs - Other Sports 

1230 lntramurals 

1235 Key Club 

1260 Miscellaneous 

1265 Music - Vocal 

1270 National Honor Society 

1275 Orchestra 

1305 Rifle 

1310 ROTC 

1315 School Papers 

1325 Soccer - Boys 

1330 Soccer - Girls 

1340 Softball 

1345 Student Council 

1350 Swimming 

1355 Technology 

1357 Tennis 

1360 Track & Field 

1365 Volleyball 

1370 World Language 

1375 Wrestling 

1380 Yearbook 

8/5/2015 



Ranges: 1 2 3 4 5 6 7 8 

Rates: 12X 25X 50X 100X 150X 200X 300X 400X 

The X factor will be $20.00

MIDDLE/JUNIOR HIGH SCHOOL ACTIVITY RANGES 

RANGE 2 
Cross-Country Running 
Interest Clubs 

RANGE 3 
Band 
Choir 
Drama (per major 
production*) 
Honor Society 
Math Counts 
Orchestra 
Student Council 
Track and Field 
Wrestling Managers 

RANGE 4 
Rifle 
Robotics 
Student Newspaper 

RANGE 5 
Boys' Volleyball 7th & 8th 
Boys' Basketball 7th 

Boys' Basketball 8th 
Cross-Country Skiing 
Girls' Volleyball 7th & 8th 

Girls' Basketball 7th 
Girls' Basketball 8th 

RANGE 5 (continued) 
Gymnastics 
Intramurals 
Wrestling 
Yearbook 

*Jointly determined by
sponsor and principal

SENIOR HIGH SCHOOL ACTIVITY RANGES 

RANGE 2 
Interest Clubs 

RANGE 3 
Art Club 
Class Advisor - Freshmen 
Class Advisor - Sophomore 
Foreign Language Club 

RANGE 4 
Class Advisor - Junior 
Declamation 
Forensics/Debate 
Honor Society 
Career Interest Clubs (FFA, 
HOSA, DECA, etc.) 

RANGE 5 
Band** 
Class Advisor – Senior 
Dance Team 
Drama (per major 
production*) 
Orchestra** 
Robotics 
Science Symposium 
Vocal Music** 

RANGE 6 
Academic Decathlon 
Intramurals 
Student Newspaper 
Yearbook 
Varsity Cheerleaders (per 
sport season) 
Wrestling Managers 

RANGE 7 
Cross-Country Running 
Gymnastics 
JrROTC 
Rifle 
Student Council 
Track and Field 

RANGE 8 
Boys’ Basketball 
Cross-Country Skiing 
Football 
Girls’ Basketball 
Hockey 
Swimming 
Volleyball 
Wrestling 

*Jointly determined by
sponsor and principal

**An overlap exists 
between curricular and 
extracurricular in these 
areas and should be 
noted that public 
performances may be 
either curricular or 
extracurricular. 
Performance schedules 
must be determined by 
sponsor and principal. 
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PA Action Comment & TCM Description Format: SAS,ACTION NUMBER,LOCATION, TYPE OF ACTIVITY,DATE RANGE OF ACTIVITY,AMOUNT 

Updated: 10/2017 Action Number: 

This   contract    is    entered    into    by    and    between    the    Fairbanks    North    Star    Borough    School    District,    (Employer),    and 

 F#: _ (Employee). 

Part 1 
Contract Terms: 
The Employee agrees to perform the SAS of _ at 

beginning on and ending on or when the mutually agreed upon 

SAS duties are fulfilled; and to be in compliance with and bound by all aspects of Article 107 of the FEA negotiated agreement. 

Payment Terms: 
The employer agrees to pay the Employee $ , the equivalent of SECONDARY: Range OR 

Elementary: # hours payable as specified in the FEA negotiated agreement upon successful completion of said duties 
and verified by the Building Administrator. 

Employee Conditions: 
Employee agrees to the following: Read and initial each line. 

To abide by all School Board Policies and Administrative Regulations and by the Professional Teaching Practices 
Commission Code of Ethics. 
To be an excellent role model for all students. 
To abstain from consuming or being under the influence of alcohol or marijuana at any time while on an out-of-town trip 
or when otherwise responsible for students. 
To comply with district requirements related to mandatory training associated with my FEA position, as well as this SAS 
contract. 
I confirm that I have had no drug related convictions at any time and no convictions of an alcohol related offense within 
the last year. I am aware that any conviction for a drug related offense will result in revocation or termination of this SAS 
Contract. I am aware that a conviction for an alcohol-related offense, including driving under the influence, during the 
term of this SAS Contract will result in the revocation or termination of the SAS Contract. I understand that should the SAS 
Contract be revoked or terminated under any of the above circumstances, the Employer will compensate only for the 
SAS Contract services provided based on the length of time served during the term of the SAS Contract. 
Further, I understand and agree that this contract is a separate agreement and not to be construed as an addendum to a 
teaching contract; is not a continuing contract; and is valid for the dates specified only unless post season playoff games 
extend the season timeframe longer that is what is stated above. 
I understand that a District finding that I have violated any of the above listed conditions of SAS Contract employment may 
result in immediate revocation or termination of this SAS Contract. 

Employee Signature: Date: 

This SAS Contract ☐ IS ☐ IS NOT for work in a school building other than employee’s regular work location. If it IS, employee MUST 

have regular supervisor’s permission to accept an SAS contract for another school prior to submission. (Munis entry reason/auth=SASX) 

Regular Supervisor Signature: 

Part II Contract Completion 
Title: School: _ Date: 

PA Action Comment & TCM Description Format for Payment: SASP,ORGINAL ACTION NUMBER,LOCATION, TYPE OF ACTIVITY,DATE RANGE OF ACTIVITY,AMOUNT 

Fairbanks North Star Borough School District 
FEA Student Activities Sponsorship (SAS) Contract 

SAS Contract Work Is Prohibited From Starting Prior To Contract Approval 

Administrator associated with SAS Duties Section. 

SAS Associated Account Number:  

This SAS Contract ☐ IS ☐ IS NOT for duties related to coaching a high school level varsity or junior varsity sport.

If it is, I have verified this employee has a current AK State Coaching Certificate or first season approved ASAA waiver and a valid 
first aid card. Initial:  

I confirm this employee has completed all required mandatory training for FNSBSD. Initial: 

Signature: _ Date _ 

Agreement Completion: This contract has been successfully completed as per the terms set forth in the SAS contract. 

Signature: _ Date approved for payment: _ 
Administrator associated with SAS Duties 



PA Action Comment & TCM Description Format: SAS,ACTION NUMBER,LOCATION, TYPE OF ACTIVITY,DATE RANGE OF ACTIVITY,AMOUNT 

Updated: 10/30/2017 Action Number:  

I, F# , for a nominal fee, volunteer my time and service to participate as 

at _. My time and service in this volunteer capacity are given without promise, expectation or receipt of any compensation, 

benefits or other remuneration for this service except for a nominal stipend of $ _ (gross amount subject to regular withholding). 

The   District   and   I   estimate   that   approximately total   hours   between   the   dates   of _ and 
_ will be voluntarily contributed to this activity. I understand and agree that no additional stipend amount shall be paid in 

the event my total number of hours exceeds this estimate including any additional time volunteered for post regular season playoff games should 
those occur or time to complete district required training. I understand I may need to complete additional mandatory training within the prescribed 
district deadline. 

The District and I agree that I will be a volunteer and that hours devoted to volunteering are not considered hours worked for the purposes of 
overtime under applicable wage and hour law. I understand and agree that the stipend payment is intended to be a “nominal fee” under the Fair 
Labor Standards Act, does not represent wages for work performed, and is consistent with my role as a volunteer. 

I understand and agree that my volunteer participation is not being performed in the course and scope of my regular employment for the District, 
and that my participation in this activity is not in any way required by the District. I also understand that I must secure the agreement of my supervisor 
prior to accepting this volunteer agreement as my volunteer services may affect my attendance in my regular position at the District. I acknowledge 
and agree that my volunteer services do not involve the same or similar type of services I perform as an employee. I further acknowledge and agree 
that my volunteer services are not closely related to my duties and responsibilities as a District employee. 

Employee Conditions: 

Employee agrees to the following: Read and initial each line. 
To abide by all policies and regulations as set forth by the School Board and the Fairbanks North Star Borough School District. 
To be an excellent role model for all students. 
To abstain from consuming alcohol and/or marijuana at any time while on an out-of-town trip or when otherwise responsible for 
students. 
To comply with district requirements related to mandatory training associated with my regular position, as well as this SAS contract. 
I confirm that I have had no drug related convictions at any time and no convictions of an alcohol related offense within the last year. I 
am aware that any conviction for a drug related offense will result in revocation or termination of this SAS Agreement. I am aware that 
a conviction for an alcohol-related offense, including driving under the influence, during the term of this SAS Agreement will result in 
the revocation or termination of the SAS Agreement. I understand that should the SAS Agreement be revoked or terminated under 
any of the above circumstances, the Employer will compensate only for the SAS services provided based on the length of time served 
during the term of the SAS Agreement. 
I understand that a District finding that I have violated any of the above listed conditions of employment may result in immediate 
revocation or termination of this SAS Agreement. 

       The Employee agrees that this additional work is voluntary. 

I understand that my participation as a volunteer may be discontinued at any time, without cause, and that I may withdraw from participation 
at any time for any reason and that my withdrawal will not, in and of itself, affect my continued employment with the District in a classified, 
substitute or temporary position. 

Volunteer Signature: Date: 

This SAS Contract ☐ IS  ☐ IS NOT for work in a school building other than employee’s regular work location. If it IS, employee MUST 

have regular supervisor’s permission to accept an SAS contract for another school prior to submission. 

Regular Supervisor Signature: Title: School: Date: 

Part II: Contract Completion 
PA Action Comment & TCM Description Format for Payment: SASP,ORGINAL ACTION NUMBER,LOCATION, TYPE OF ACTIVITY,DATE RANGE OF ACTIVITY,AMOUNT 

FAIRBANKS NORTH STAR BOROUGH SCHOOL DISTRICT 
NOMINAL FEE ATHLETIC COACHING AGREEMENT 

Administrator associated with SAS duties section. 
SAS Associated Account Number: 

I confirm this employee has completed all required mandatory training for FNSBSD. Initial: 

This SAS Contract ☐ IS ☐ IS NOT for duties related to coaching a high school level varsity or junior varsity sport. If it is, I have verified 

this employee has a current AK State Coaching Certificate or first season approved ASAA waiver and a valid first aid card. Initial:   

Signature: _ Date 

Agreement Completion: This contract has been successfully completed as per the terms set forth in the SAS contract. 

Signature: Date approved for payment: 
Administrator associated with SAS Duties 



PA Action Comment & TCM Description Format: SAS,ACTION NUMBER,LOCATION, TYPE OF ACTIVITY,DATE RANGE OF ACTIVITY,AMOUNT 

Updated: 10/2017 Action Number: 

This agreement is entered into by and between the Fairbanks North Star Borough School District, (Employer), and 

 F#: (Employee). 

Agreement Terms: 
The Employee agrees to perform the SAS of at _ 

beginning on and ending on or when the mutually agreed 
upon SAS duties are fulfilled. 

Payment Terms: 
The employer agrees to pay the Employee $12.50 per hour and $18.75 per hour for hours worked in excess of  40 hours
per week, on a bi-weekly basis upon successful completion of said duties and verified by the Building Administrator through 
time entry approval. 

Estimated hours per week: Not to exceed hours in total for agreement. 

Employee Conditions: 

Employee agrees to the following: Read and initial each line 
To abide by all policies and regulations as set forth in the School Board and Administrative regulations. 

To be an excellent role model for all students. 

To abstain from consuming alcohol and/or marijuana at any time while on an out-of-town trip or when 
otherwise responsible for students. 

To comply with district requirements related to mandatory training associated with my regular position, as 
well as this SAS contract. 

I confirm that I have had no drug related convictions at any time and no convictions of an alcohol related offense 
within the last year. I am aware that any conviction for a drug related offense will result in revocation or 
termination of this SAS Agreement. I am aware that a conviction for an alcohol-related offense, including driving 
under the influence, during the term of this SAS Agreement will result in the revocation or termination of the 
SAS Agreement. I understand that should the SAS Agreement be revoked or terminated under any of the above 
circumstances, the Employer will compensate only for the SAS services provided based on the length of time 
served during the term of the SAS Agreement. 

I understand that a District finding that I have violated any of the above listed conditions of employment may 
result in immediate revocation or termination of this SAS Agreement. 

The Employee agrees that this additional work is voluntary. 

Employee Signature: Date: 

This agreement ☐ IS ☐ IS NOT for work in a school building other than employee’s regular work location. If it IS,

employee MUST have regular supervisor’s permission to accept an SAS agreement for another school PRIOR to submission. 

Regular Supervisor Signature: Title: School: Date 

Sub/Temp time-sheets must be submitted bi-weekly. 

Fairbanks North Star Borough School District 

Extra Duty (Non-FEA) Student Activities Sponsorship (SAS) Agreement (Not including Athletic Coaching) 

SAS Work Is Prohibited From Starting Prior To Agreement Approval 

Administrator Associated with SAS Duties Section: 

SAS Associated Account Number:   

  I confirm this employee has completed all required mandatory training for FNSBSD. 

Signature:  Date   




