MSBO Basic Guidance for Cost Recovery for Community Use of Schools

1) Adopt the characteristics of successful districts. The districts most successful with community use have these common elements:
· A single coordinator and point of contact for the district communicates with principals and the community on community use.
· Community use groups are separated into categories to be treated appropriately for charging.

· An events calendar is available on the website for community and district employees to see.

· A detailed facility use policy describes the conditions for use.

· A request for use form is available online to request usage. That form, once approved and signed, becomes the contract for usage.
· A detailed fee table is available for users to estimate cost of usage.

2) Make facility use information easy to find. Have a tab for “Community” on the school district website homepage that will take the user to a “Facility Rental” page with:
i. Point of contact to include:
1. Name
2. Department
3. Title
4. Phone number
5. Email address
6. Mailing address
ii. Description of the community use program

iii. Links to take them to:

1. Facility use policy 
2. Request for use form

3. Rate sheet with group type categories
3) Implement facility scheduling and invoicing software that automates the cost recovery function. Several solutions are available on the market. MSBO recommends FSDirect, Community Use, and ConnectScheduleStar software from SchoolDude.com. The school districts interviewed to compile this information use combinations of these SchoolDude solutions.
4) Define the relationship between the district and the schools. Make sure principals, teachers and school staffs understand the importance of cost recovery to the district budget. A communication from the superintendent and/or school board to endorse cost recovery helps achieve buy-in for the program.

5) Define a board-approved automated fee escalation policy, and communicate the policy and fee changes to the public on the district website.
Michigan School District Facility Use Policy Template

Our District welcomes the use of the school facilities by the community for purposes directly related to the educational, civic, cultural, recreational and social life of the community. We recognize that the primary purpose of school facilities is to implement District instructional, extracurricular, and school-sponsored programs and that other usage shall not interfere with these programs.

While our schools are established for the primary purpose of facilitating the instructional programs of the District for our students, the buildings in our District are available for use after regular school hours and weekends for many types of activities. 
Permission to use facilities shall be allowed at the discretion of the District and will be given with the understanding that the user assumes full financial responsibility and liability for actions of attendees, care of equipment and protection of school property.
Programs and activities of users must be of a nature suitable for a public school, must be lawful and must conform to all of the policies of the District.
Who May Use the Facilities
Established organizations within the district (P.T.A.s, booster groups, governmental and quasi-governmental public service bodies, religious, business/industrial organizations) serving the residents of the District may apply to use school facilities provided the use is for an educational, civic, recreational, religious or other legitimate purpose of the organization.
Process to Obtain a Facility Use Reservation 
· All organizations requesting facility use must submit a facility use application form. All applications for facility use must be processed through the District Facility Scheduling office. 
· You may print the application form, fill it out, and include $10.00 for paper processing and mail it or drop it off at the office during regular hours. Or you may submit your request online with no processing fee. (link to Facility Use Application form)
· All requests must be submitted to Facility Scheduling no later than two weeks prior to the event.

· Facility Scheduling cannot “hold” space for any organization. 

· Rooms are rented and reserved on a first come, first serve basis. In the event that simultaneous requests are received, Group 1 has the highest or greatest priority for building use scheduling and Group 3 the least. (link to Classification of Users document)
· The application must be submitted by a designated person who will be responsible for the event. This person must be at least 21 years of age.
· Once the application is received, the District will calculate fees and send the approved application to the applicant. Once the applicant signs and returns the form, the form becomes the contract between the District and the applicant. The contract will contain the details of the event, a summary of fees and attached will be the District Facility Use Policy. This contract must be signed and returned to Facility Scheduling at least two weeks prior to the event.
· Permission to use facilities shall be allowed at the discretion of the District and will be given with the understanding that the user assumes full financial responsibility and liability for actions of attendees, care of equipment and protection of school property.
· Representatives who have been granted permission to use facilities shall not reassign, transfer, sublet or charge a fee to others for the use of school property.
· A certificate of insurance must be provided at least two weeks prior to event. (See Liability and Insurance section below.)
· Without a reservation confirmation, use will be denied.
· Non-school events to be scheduled for the school year will NOT be scheduled until after September 15th.
· The District reserves the right to deny or withdraw facility use privileges at any time.

Cancellations

· Events cancelled within 10 days prior to event will be charged an additional $10.00 cancellation fee. Notification of cancellation less than 48 hours before the scheduled time of use will result in the full rental fee being charged. All cancellations must be in writing. They may be dropped off, emailed, or faxed.

· School events may result and override any previously requested reserved space. Facility Scheduling will do everything possible to accommodate your group when this occurs with as much notice as possible. 
· If the District is closed due to inclement weather or any other unexpected reason, every effort will be made to reschedule the event at a mutually agreeable date and time. If this is not possible, a full refund will be given. 
Liability and Insurance
· A Proof of Liability/Personal Injury/Bodily Injury and Property Damage Insurance Certificate is required for non-school groups for each event in the amount of least $1,000,000 Bodily Injury and $1,000,000 Property Damage, and having the District named as "an additional insured" on the policy.  User is responsible for getting the insurance.
· A copy of the Certificate is due at least two weeks prior to the event.
· Failure to present proof of insurance voids all agreements.
· Events without the proper insurance on file will be cancelled.
· All users must agree to hold harmless the District and its agents and employees from and against all claims, damages, losses, and expenses including attorney fees arising out of or resulting from applicants’ use of District facilities. A Hold Harmless statement will accompany the signed application form/contract.

 [Samples:

In consideration of the use of the room or facility referenced in this form, the organization named on the form, for itself and on behalf of its individual members and guests, hereby expressly relieves and discharges the  District, its Board, officers, agents and employees, from any and all liability for any loss, injury or damage to persons or property that may be sustained by reason of the use or occupancy of the room or facility used hereunder and the lobbies, corridors, parking lots and any other parts of the School District premises, and waives any claim which it or they may have against the School District, officers, agents, and employees by reason of any such loss, injury or damage. Further, said organization, for itself and on behalf of its individual members and guests, hereby agree to identify and save harmless the District, its Board, officers, agents and employees from and against any and all claims of loss, injury, or damage to persons or property arising out of the use or occupancy of the room or facility used hereunder and the lobbies, corridors, parking lots and other parts of the School District premises.

To the maximum extent permitted by law, the renter agrees to indemnify and hold harmless the District, the Board of Education, individual Board members (both past and present), the District’s administration and/or and other District representatives, employees, agents, and officials, for any claims, actions, liabilities, costs and expenses, including reasonable attorney fees, which are alleged to rise or result from , or are related to the renter’s use of the property or the activities that are conducted by the renter on the property. This liability includes, but is not limited to, claims for bodily injury or death of persons and for loss of or damage to property. This liability does not include claims resulting from the negligent or intentional act of the District and/or its agents. Further, nothing contained within this provision shall operate to limit or waive, or be construed as limiting or waiving the district’s immunity from liability as granted by state and/or federal law.


To the fullest extent permitted by law, the user agrees to defend, pay in behalf of, and hold harmless the District, its elected and appointed officials, employees, volunteers and others working in behalf of the district against any and all claims, demands, suits, losses, attorney fees, including all costs connected therewith, for any damages which may be asserted, claimed or recovered against or from the District, by reason of personal injury, including bodily injury and death, and/or property damage, including loss of use thereof, which arises out of or is in any way connected or associated with the facility use.]


Payment

· The individual(s) who signed the application and agreement are responsible for payment of all charges associated with the related facility use.
· Payment in full is due 10 days prior to the event.
Prohibited Use
· School facilities are not available for private lessons or tutoring.
· School facilities are not available for wedding receptions, private parties or family reunions.
· School facilities cannot be used for political gain.
· Games of chance, lotteries or other activities classified as gambling cannot be conducted on school premises.
· Activity that promotes commercial gains cannot be conducted without the consent of the Board.
On-Site Rules
· User groups are expected to leave all rooms and furniture in the condition and arrangement in which they were found. Any additional custodial services which are necessary to return the facility to the condition in which it was found shall be compensated by the using group.
· Do not disturb any message that may appear on whiteboards or chalkboards in the classroom areas.
· ABSOLUTELY NO ALCOHOLIC BEVERAGES may be served or consumed on school property.
· ABSOLUTELY NO SMOKING is permitted in school buildings or on school property.
· The user is not entitled to use areas or equipment not specifically requested and approved per the Facility Use Application Form. 
· All activities must be under competent adult supervision approved by Facility Scheduling and the principal of the building involved. Children attending this event must be supervised by an adult at all times. This includes trips to the restroom and drinking fountain.

·  User groups must take reasonable steps to insure orderly behavior and will be required at their expense to provide school-approved security personnel as determined necessary by the administration. The use of the school facilities will require that a school employee be present when the building is open.
· Users will be responsible for paying for all damage incurred by their use of the facility or equipment, including property of pupils and employees. In the event that property loss or damage is incurred during use or occupancy of district facilities, the amount of damage shall be determined by the building principal and approved by the administration, and a bill for damages will be presented to the group using the facilities. Payment for damage must be made within two weeks of receipt of the bill. The District will not be responsible for any loss of valuables or personal property.
· Approved users are restricted to the dates and hours approved and to the building area and facilities specified. Buildings will normally be opened one-half hour before the scheduled program time and closed one-half hour after the scheduled program time.
· Approved users are responsible for the observance of county and state fire and safety regulations at all times. Corridors, exits and stairways shall be kept free of obstructions. Members of an audience or spectators must never stand or sit to block exits, aisle ways or stairways. Facility capacities, as determined by the Fire Marshall, shall be observed.
· Only decoration materials acceptable to the local Fire Marshall shall be used. Decorations shall be removed immediately after the event.

· When a group or organization uses a facility during the time a custodian is normally on duty, the custodian will see that the facility is properly heated, that lights are turned on and that the doors are opened for the group's use of the facility. 
· If the custodial staff is called away from regular duties to set up equipment and furniture, custodial services will be provided at user expense. If custodial staff is required for after-hours events, overtime pay for the period services are required and shall be charged to the user.

· Only District personnel may move or direct movement of equipment, furniture,etc. If stage curtains, projection equipment, lighting, and PA systems are to be used, arrangements will be made with Facility Scheduling to provide technically qualified personnel to perform the tasks at wage rate specified in the Tiered Fee Schedule. (link to Tiered Fee Schedule)

· Bats, hardballs, and softballs are prohibited from use in school buildings.
· Only in the case of an emergency are offices to be opened and/or telephones used. Groups are requested to use the pay telephones.
· No food/drink items of any type are to be used in District facilities without the prior knowledge and consent of Facility Scheduling. Should a kitchen area be desired for use of food preparation, it is understood that an approved member of the school cafeteria staff will be necessary at user expense to supervise the kitchen.
· Applicant must have their approved Facility Use Contract in their possession at the event.
[image: image1.wmf]Organization

Contact Name (Printed)

Street Address

City/State/Zip

Phone #

2nd Phone #

E-mail Address

Contact Name / Address / Phone # - for billing responsibility

Event/Meeting type

Consult Tiered Fee Schedule and determine:

Building/School

Area/Room(s)

Equipment 

Date(s)

Recurrence (Weekly, 3rd Thurs., Monthly, etc.)

Start Time

End Time

Total Hours

Approx # Attending

Yes

No

Purpose of proceeds:

Adult supervising and phone # (if children are attending):

Extra Custodial Needs (Extra Chairs/Tables, etc.)

Is Food Being Served? 

Yes

No

          Is kitchen access required?

Yes

No

For catering, please contact Food Services at XXX-XXX-XXXX

Room set up instructions/other notes:

For Office Use Only

Group Type  1   2   3

Schedule Number 

Hours  

Fee Per Hour

Facility Fees

$

$

$

Equipment Fees

$

$

Personnel Fees

$

Custodial

$

Kitchen

$

Grounds

$

Other

$

Other

$

Total

-

$                

 

SPECIAL INSTRUCTIONS - Applications submitted on paper require a $10 processing fee

All fees due in full 10 days prior to event.

  Send all payments to District Office [Address]

Phone #

District Approval Signature #1

Title

District Approval Signature #2

Title

Date



In signing this form, I certify that I have read the  District Facility Use Policy that is attached to this form.  I agree to strictly observe these guidelines and I accept 

responsibility for the enforcement of them.  I agree to protect the premises and indemnify the District for any damage due to the occupancy of the building covered 

by this permit.  I understand and agree that this permit may be revoked or cancelled at any time, with or without cause, and that in the event of such revocation or 

cancellation, there shall be no claim or right to damages or reimbursement on account of any loss, damages, or rights of action directly or indirectly growing out of 

the use of the premises covered bythis permit.  Liability:  As user, I agree to assume full responsibility for injury to persons and damage to property during the 

time facilities are used under this agreement.  I am responsible for providing proof of insurance as specified in the attached Facility Use Policy 10 days prior to the 

event.

Is There an Admission Charge for the Event? 

Signature of Applicant

Address

City/State  ZIP

Circle One

In consideration of the use of the room or facility referenced in this form, the organization named on the form, for itself and on behalf of its individual members and 

guests, hereby expressly relieves and discharges the  District, its Board, officers, agents and employees, from any and all liability for any loss, injury or damage to 

persons or property that may be sustained by reason of the use or occupancy of the room or facility used hereunder and the lobbies, corridors, parking lots and 

any other parts of the School District premises, and waives any claim which it or they may have against the School District, officers, agents, and employees by 

reason of any such loss, injury or damage. Further, said organization, for itself and on behalf of its individual members and guests, hereby agree to identify and 

save harmless the District, its Board, officers, agents and employees from and against any and all claims of loss, injury, or damage to persons or property arising 

out of the use or occupancy of the room or facility used hereunder and the lobbies, corridors, parking lots and other parts of the School District premises.

Date

XXX School District

Community Use of School Facilities Application and Contract

Date of Application

Type of Fee

Circle One

Circle One



Fax # XXX_XXX_XXXX  Email@schooldistrict.net

For all questions, contact: Facility Use Coordinator [name], Phone # XXX-XXX-XXXX


[image: image2.wmf]Insurance __________  Schedule # __________  Invoice __________ Payment __________


Classification of Users Template
To ensure the care and preservation of school facilities and equipment and to ensure fairness and consistency in the implementation of District policy governing use of facilities, the following categories have been established. These categories have been approved to determine priority for facility use and a schedule fee has been provided for approved users when space and facilities are available.

Approval of all applications will be based upon the following criteria: benefits to the school district and the community; educational contribution; potential wear and tear on school facilities; appropriateness of the activity; relationship of the activity to the stated mission of the school district.

The use of school facilities for K-12 school instructional and extracurricular programs, meeting of students, teachers, parent-teacher organizations or other organizations directly affiliated with the schools will have precedence over all other requests.

Category 1 will be given the highest priority and Category 3 the lowest priority. However, every effort will be made to accommodate all requests. Generally, Category 1 is only charged for after-hours use of District personnel. Category 2 receives an approximate 33% discount, except for selected items, and Category 3 is charged the full rate.
· Category 1 Community Education Programs/School Support Groups

Community Education programs provide student enrichment and support.

School-related support groups include but are not limited to: Parent-Teacher Associations, Parent Advisory Groups, Sports Boosters, Special Olympics, and local Scout organizations.
· Category 2 Community Use Non-Profit Groups

Community non-profit groups are defined as governmental agencies, church groups or organized groups who provide local, civic, educational, religious or cultural activities and are staffed by volunteers. At least 60% of the members/participants of the organization shall be residents of the District. The School District may require a membership list of names, addresses and phone numbers of all members/participants as verification.  

Examples of users include but not limited to: Jaycees, Kiwanis, Rotary, City Chamber of Commerce, City Parks and Recreation, Habitat for Humanity, Community Theatre, Big Brothers/Big Sisters, University Extension Programs, 4-H Groups, Little League, American Cancer Society, County Department of Waste, government polling sites, and United Methodist Church.

· Category 3 Private Citizen Use/Non Profit Groups/Commercial Users

Private Citizen Use/Non-Profit Groups/Commercial Users are defined as groups of community residents who are interested in using school facilities for a particular use such as recreational, educational, and cultural activities. A group or organization under this category may conduct training or meeting sessions for employees related to their business, but may not actually generate revenue or profit from the activity.  

This category includes, but is not limited to: private citizens and businesses that provide opportunities for District students, private schools who are hosting events/activities, adult athletic clubs, YMCA, neighborhood associations, and driving schools.

[image: image3.wmf]All fees are per hour with one hour minimum unless otherwise specified

All fees are subject to change without notice

Category 1

Category 2

Category 3

Fully discounted except for  

personnel fees

Discounted approx 33% 

except for personnel fees

Not discounted

Elementary School

$

$

$

Atrium

0

40

60

Auditorium 

0

100

150

Band Room

0

15

25

Board Room

0

40

60

Cafeteria

0

40

60

Choir Room

0

15

20

Practice carols

0

10

15

Classrooms

0

35

50

Library/media center

0

40

60

Community Room

0

35

50

Conference Room

0

20

30

Gym

0

40

60

Auxiliary Gym

0

25

40

Technology Lab

0

50

75

Specialty rooms (wrestling, locker, dance rooms)

0

20

30

Hallway Events (ie:  Craft shows, etc.)

0

35

50

Kitchen

0

35

50

Athletic fields

0

65

100

Tennis Court

0

35

50

Track

0

85

125

per event

Stadium

0

115

175

Stadium/field lights

0

20

30

Official Playing Surfaces

0

100

150

per event

Concession Stand

0

135

200

per event

Lining of Athletic field

0

50

75

Parking lot

0

35

50

Middle School

Atrium

0

60

90

Auditorium 

0

150

225

Band Room

0

25

40

Board Room

0

60

90

Cafeteria

0

60

90

Choir Room

0

20

30

Practice carols

0

10

15

Classrooms

0

35

50

Library/media center

0

60

90

Community Room

0

50

75

Conference Room

0

30

45

Gym

0

60

90

Auxiliary Gym

0

40

60

Technology Lab

0

75

115

Specialty rooms (wrestling, locker, dance rooms)

0

30

45

Hallway Events (ie:  Craft shows, etc.)

0

35

50

Kitchen

0

50

75

Athletic fields

0

100

150

per event

Tennis Court

0

35

50

Track

0

115

175

per event

Stadium

0

165

250

Stadium/field lights

0

20

30

Official Playing Surfaces

0

150

225

per event

Concession Stand

0

135

200

per event

Lining of Athletic field

0

50

75

Parking lot

0

50

75

Tiered Fee Schedule for Facility Use


continued

[image: image4.wmf]High School

Atrium

0

80

120

Auditorium 

0

200

300

Band Room

0

35

50

Board Room

0

80

120

Cafeteria

0

80

120

Choir Room

0

25

40

Practice carols

0

10

15

Classrooms

0

35

50

Library/media center

0

80

120

Community Room

0

65

100

Conference Room

0

40

60

Gym

0

80

120

Auxiliary Gym

0

50

75

Technology Lab

0

100

150

Specialty rooms (wrestling, locker, dance rooms)

0

40

60

Hallway Events (ie:  Craft shows, etc.)

0

35

50

Kitchen

0

65

100

Athletic fields

0

135

200

per event

Tennis Court

0

35

50

Track

0

165

250

per event

Stadium

0

230

350

Stadium/field lights

0

20

30

Official Playing Surfaces

0

200

300

per event

Field House

0

165

250

per event

Concession Stand

0

135

200

per event

Lining of Athletic field

0

50

75

Parking lot

0

65

100

per event

Personnel Fees

Custodial regular

0

60

60

Custodial overtime

90

90

90

Kitchen staff

0

60

60

Kitchen Staff overtime

90

90

90

Maintenance and Grounds

0

60

60

Maintenance and grounds overtime

90

90

90

Auditorium technician

40

40

40

Lifeguard

20

20

20

Scoreboard Technician

40

40

40

Equipment

Projector

0

15

25

Screen

0

15

25

DVD/VCR/TV

0

15

25

CD player

0

15

25

Laptop

0

15

25

Microphone

0

15

25

Piano

0

20

35

PA system

0

25

40

Podium

0

5

10

Trash containers and liners

0

5

10

Extra chairs (set of 6)

0

5

10

Extra tables (each)

0

5

10

Pool

0

125

200

For Fine Arts Center Fee Structure - Please consult Allendale Public Schools

For Acquatic Center Fee Structure - Please consult Chippawa Valley Schools

For catering - consult  your food services organization


