3515(a)

Business/Non-Instructional Operations
Community Use of School Facilities
The use of school buildings, grounds, equipment and facilities will be authorized by the Superintendent in conformity with the following regulations governing their use as approved by the Board.

1.
Application forms for the use of school facilities must be presented to the Superintendent at least 14 days prior to the date of use.

2.
The use of school facilities for school purposes, meeting of students, entertainment by teachers' clubs, alumni associations, parent‑teacher associations and other organizations affiliated with the schools have precedence over all others. Requests for school facilities for school programs must be cleared with the building Principal or the Superintendent or both, should the nature of the request so justify.

3.
The following users shall not be charged a rental fee or custodial fee during the hours of 3:00 p.m. to 9:00 p.m. on regularly scheduled school days:


A.
School affairs sanctioned by the Board of Education.


B.
PTA/PTO and other school related meetings.


C.
Municipal agencies, Boards and commissions of the town.


D.
Local non‑profit organizations.


Where additional staffing or significant extra cleaning is required or when use extends beyond 9:00 p.m., custodial fees may be charged to all users at a rate established by the Board of Education.


All users shall pay both the rental fee and custodial fee for use of school facilities on Saturdays, Sundays and holidays.

4.
All activities must be under competent adult supervision approved by the Superintendent and the Principal of the building involved. In all cases, an assigned school employee will be present. The group using the facilities will be responsible for any damage to the building or equipment.

5.
Groups receiving permission are restricted to the dates and hours approved and to the building area and facilities specified, unless requested changes are approved by the Superintendent.

3515(b)
Business/Non-Instructional Operations

Community Use of School Facilities (continued)

6.
Groups receiving permission are responsible for the observance of local and state fire and safety regulations at all times.

7.
The following activities are prohibited:


A.
Use of school property to individuals or organizations whose activities are of a subversive nature.


B.
Use of school premises for non‑school activities during school hours.


C.
Smoking anywhere in school buildings except in designated locations, unless approved by the Superintendent.


D.
Use of school buildings for games of chance.


E.
Use of school buildings for holding card parties and public dances, except when plans have been approved by the Superintendent.


F.
The granting of further use of premises to any person or organization which fails or refuses to pay for any damage sustained by its use.


G.
The opening of the school building when the building is normally closed, unless a responsible custodian is provided.


H.
Use for activities which engender racial or religious prejudices or which are inimical to democracy.


I.
The use of alcoholic beverages.

8.
The Board will cooperate with recognized agencies, such as the Red Cross and Civil Defense, and will make suitable facilities available without charge during community emergency or to prepare for civil defense.

9.
Proper liability insurance in an amount approved by the district will be required by all groups given permission to use school facilities, except where this coverage is already provided by the Board.  A copy of the policy or the rider naming the Board as additional insured shall be furnished to the district.

10.
The Board will approve and periodically review a fee schedule for use of facilities.

3515(c)
Business/Non-Instructional Operations

Community Use of School Facilities (continued)

11.
In situations where there is no cost factor to the district, or in situations where a mutual exchange of facilities is possible between the school district and the organization, fees may be modified or eliminated by the Superintendent. In situations where extended usage for a long period of time is required, rates may be set at a contract price.

12.
The Board reserves the right to revoke permission for use previously granted.

(cf. 1330 ‑ Use of School Facilities)

Legal Reference:
Connecticut General Statutes




10‑239 Use of school facilities for other purposes.




Equal Access Act, 20 U.S.C. ss 4071‑4074.




20 U.S.C. 7905 (Boy Scouts of America Equal Access Act contained in No Child Left Behind Act of 2001)

Regulation approved:
March 24, 2010
UNION SCHOOL DISTRICT


Union, Connecticut

3515(a)
Appendix
Business/Non-Instructional Operations
Community Use of School Facilities
Building Rules and Regulations - Use of School Facilities by the Public 

I.
Statement: The primary function of school facilities is the efficient, orderly and undisturbed housing of the educational program. It is acknowledged that as long as this aim is achieved, effective use of school facilities by outside groups is possible as a display of good community relations.
II. 
Procedures: 


A. 
Regulations Governing Use 



1. 
Application for the use of any school facility shall be made on the prescribed forms and submitted to the school office at least two weeks prior to the use date. Reservations of a regular, recurring basis shall not exceed one year in length from initial function. 



2. 
The custodial supervision necessary shall be determined by the Superintendent or designee after the application is made. 



3. 
A report shall be made by the custodian in charge to the Superintendent or designee after each usage. All organizations shall be held responsible for the proper care and use of the buildings and shall be charged for any damage to equipment or the building as a result of their usage. 



4. 
All permits (even though granted) are subject to cancellation at any time by the administration if the facilities are misused, regulations are not followed, or for any other reason. 



5. 
The Union School District shall not be responsible for injury to individuals during unsupervised use of school facilities and/or non-school hours/days. 



6. 
Fee structure and applicable guidelines will be based on the following system of categorization; 




Category 


Group 




I. 



School related activities 


II. 


Union Town Government Activities 


III. 


Non-Profit, Civic, Religious, and Town Park and Recreation Departments 


IV. 


For Profit, Commercial, and Out-of-Town Organizations 

3515(b)
Appendix

(continued)

Business/Non-Instructional Operations
Community Use of School Facilities
Building Rules and Regulations - Use of School Facilities by the Public 

II. 
Procedures: (continued)

B. 
General Rules For Facility Use


1. 
All events and meetings shall be confined to the part of the building reserved. 



2. 
Alcoholic beverages are prohibited in all buildings and on school grounds. 



3. 
Smoking is prohibited in all buildings and school grounds. 



4. 
Under no circumstances shall property and equipment of outside organizations be stored in school buildings. 



5. 
Putting up decorations or scenery or moving furniture is prohibited unless permission is granted by the principal or designee. 



6. 
No school equipment or material shall be disturbed except that essential to the activity taking place and approved by the principal. 



7. 
Equipment used must be left in the order in which it was found and returned to the proper place. 



8. 
Facilities must be left in the same condition in which they were found. 



9. 
The facility will be examined after each use and the reserving organization/individual will be billed for any loss or damage occurring during the applicant’s use of that facility. The decision as to responsibility shall rest with the Superintendent or designee. 



10. 
All affairs shall conclude no later than 10 p.m. (unless prior authorization obtained) 



11. 
School phones shall not be used except in an emergency. 

12. 
No remuneration shall pass directly from the reserving organization to any school employees. 



13. 
Responsibility for payment of Federal/State amusement taxes lies solely with the sponsoring organization. 



14. 
The reserving organization is responsible for specific control and behavior of the group using the facility. 



15. 
The reserving organization is responsible for the preservation of order at all times. 



16. 
Violation of any of the regulations may deprive any organization of the future use of school facilities. 

3515(c)
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(continued)

Business/Non-Instructional Operations
Community Use of School Facilities
Building Rules and Regulations - Use of School Facilities by the Public 

II. 
Procedures: (continued)

B. 
General Rules For Facility Use  (continued)


17. 
There will be no charge for custodial staff when they are on duty during regular hours. 



18. 
Fees for police coverage for groups II, III, IV are to be paid directly by the group using the facility. 



19. 
The Union School District reserves the right to waive any/all fees at the discretion of the School District or designee. 



20. 
User must obtain Liability Insurance as required by the Superintendent and provide copy of Insurance with Union named as the additional insured. 


C. 
Use of Multi-Purpose Room  



The Multi-Purpose Room is available for use under the following conditions: 



1. 
Any activity must have a light/stage supervisor provided by Union at the rate of $30.00 per hour. (any activity is defined, for the requirement, as being one that utilizes any of the following: stage lights, lighting board, stage curtain, and rigging). 



Fees for Facility Use: 



1. 
Program Costs 




a. 
Group IV will pay $150 per day for performances and rehearsals. 




b. 
Groups II and IV will pay the cost of custodial services in excess of normal school use based on an hourly rate or any part thereof as per the prevailing wage rate under the labor contract in force. 


D. 
Classrooms and Library are available for use under the following conditions: 



Fees for Classroom Use: 



1. 
Group IV will pay $50 per day for the use of the classroom(s). 



2. 
Groups II and IV will pay the cost of custodial services in excess of normal school use based on an hourly rate or any part thereof as per the prevailing wage rate under the labor contract in force. 
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Business/Non-Instructional Operations
Community Use of School Facilities
Building Rules and Regulations - Use of School Facilities by the Public 

II. 
Procedures: (continued)

Fees for Classroom Use: (continued)
For the period of November 1 to April 30, for Group IV add a $25 energy surcharge for every 4 hour interval or portion thereof. (minimum 4 hours) 


All fees collected for energy charge will be credited to the School Activity Fund for reimbursement for energy charges. 


I, the undersigned have read, understand and agree to the Rules and Regulations of the Union School District for Use of School Facilities by the Public as listed above: 

Print Name: ___________________________________ Signature: ____________________ 

Organization: ____________________________________________ Date: ______________
3515

Form 1
Union School District

18 Kinney Hollow Road, Union, CT

860-684-3146

Application for Use of Facilities

Read Rules and Regulations. Complete form below. Sign agreement and form and send both to school. (allow 2 weeks for processing) 

Facilities Requested: ___________________________________________________________
Organization: ______________________________________ Phone #: ___________________ 

Event Dates: From _______________To: _______________ 

If this is a recurring event, please circle day: M T W Th F Sa Su 

Time entering facilities: __________ Time Program Begins__________ Time Leaving: _______ 

Will Admission/Fee be charged: 



 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

Amount of Admission/Donation required: 


$____________________ 

Is this a non-profit organization? 



 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

Is this a commercial venture? 



 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

Do you wish to hire custodial staff? 



 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

If Yes, the number of Custodians needed:


_____________________ 

If No, you bear the responsibility for all clean up. (you may be charged for additional clean-up) 

Do you require furniture to be moved? 


 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

If Yes, please specify: 




_____________________
Do you require any special equipment? 


 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

If Yes, please specify: 




_____________________
Do you require stage lights or sound system? 

 FORMCHECKBOX 
Yes 

 FORMCHECKBOX 
No 

Insurance: Insurance certificate must name “Union School District” as an additional insured. Insurance certificate copy must be received prior to event. 

Amount of Liability Insurance 
Bodily Injury $_________ Property Damage $ _________
Insurance certificate issued by: ___________________________________________________
Applicant is financially responsible for any damage or repair cost resulting from negligent or inappropriate use of Union property or facilities. I have read and understand the “Union School District Buildings Rules and Regulations” policy, and will be personally responsible for assuring compliance for the above event(s). 

Print Name: _____________________ Address: _____________________________________ 
Signature: _________________________________ Date: ____________________________ 

3515

Form 1

(continued)

FOR OFFICE USE ONLY

Category I  II  Ill  IV

Use of Building ________________________________ 

$ ____________ 

Custodial Fees _________________________________ 

$ _____________ 

Stage Supervisor _______________________________ 

$ _____________ 

Other ________________________________ 


$ _____________
Consult Town Officials

Constable Required __________________ 

Fireman Required ___________________ 

Approvals

Building Principal ____________________ 

Facilities Manager _____________________ 

Application for Use of Facilities

 FORMCHECKBOX 
Approved 

 FORMCHECKBOX 
Rejected

Invoice will be sent to the applicants provided address after the event based on the rate/charges specified 

Additional fees may be charged in the event of damage to the facilities, equipment, or extra hours worked by Union personnel. 

