Guide to

Community Use

of School Facilities

Warren Local Schools
220 Sweeptapple Road

Vincent, OH  45784

(740) 678-2366

Welcome to the Warren Local School District

Community Usage Program
This Guide to Community Use of School Facilities details the guidelines and regulations associated with your request.  Your compliance with these policies will help ensure that you and your group have a safe and positive rental experience.

We thank you for your cooperation and welcome any questions, concerns, or suggestions for improvements.  For more information call Warren Local School District Administration Office at (740) 678-2366
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Authority to Cancel Event
The building principal or superintendent has the responsibility and authority to accept or deny requests for contracts or cancel an event when they deem that such action is necessary for the best interest of the school district.

Staff and Services for Community Usage

For your safety and the security of public assets, board of education policy requires a designated staff person to be present in any district facility that is used by permit, contract, lease, or agreement for all rental categories.  The presence of this staff person is important, should there be an emergency during the time of use such as utility failure, fire, etc.  This provision of the policy may be met in one of the following ways:
(a) The event is sponsored by a non-profit group and is held during a time when the district is already providing custodial service.

(b) The event is sponsored by a non-profit group and a member of the group or organization is a school district staff member who holds a position that would allow him/her to sign out a key for the facility and who also is listed as a responsible party of the facilities use application.

(c) The group sponsoring the event agrees to pay the district’s actual cost for custodial coverage from the arrival of guests onto the district property to the time the facility is returned to an acceptable level and all participants in the event have left the facility.

The building principal or superintendent is responsible for determining the appropriate designated staff person(s) for the event and the hours of work associated with the rental, depending on the specific use of the building.

Keys may not be signed at by non-district employees at any time.

Facility Locations
School Name & Location







Telephone #

=======================================================================
Barlow-Vincent Elementary







740-678-2395

70 Warrior Drive

Vincent, OH  45784

Little Hocking Elementary







740-989-2000

95 Federal Road

Little Hocking, OH  45742

Warren Elementary








740-373-4937

16855 SR 550

Marietta, OH  45750

Warren High School








740-678-2393

130 Warrior Drive

Vincent, OH  45784
Facility Restrictions

1. Kitchens: Request forms for kitchen use must specify equipment desired such as ovens, dishwashers, etc. as well as services required.  The use of a kitchen facility and equipment requires a kitchen employee to be present during the time the facility is in use.

2. Vocational areas are not available for non-district program use.

3. Science Labs are not available for non-academic program use.

4. Art, Music, and Band Rooms are not available for non-district program use.

5. Varsity athletic facilities are not available for use by non-profit adult groups or profit making groups.  Non-profit youth groups may only use Varsity athletic facilities with permission from the Superintendent and may be asked to make donations for the upkeep of the fields and facilities in exchange for the ability to use Varsity athletic facilities.

6. The Warren Local School District Administration Office is not available for non-district program use.
Facility Use Fee Schedule
Elementary Buildings

	
	WLSD School Organizations
	*Non-Profit Youth Groups
	*Non-Profit Adult Groups
	Commercial Groups

	Cafeteria
	No Charge
	$2.50 
	$10.00 
	$30.00 

	Classroom
	No Charge
	$2.00 
	$10.00 
	$20.00 

	Fields
	No Charge
	$8.00/Hr or $270/Season
	$15.00 
	$25.00 

	Gym
	No Charge
	$3.00 
	$15.00 
	$32.00 

	Media Center
	No Charge
	$2.50 
	$10.00 
	$30.00 

	Parking Lot**
	No Charge
	$15.00 
	$20.00 
	$30.00 


High School Building
	
	WLSD School Organizations
	Non-Profit Youth Groups
	Non-Profit Adult Groups
	Commercial Groups

	Cafeteria
	No Charge
	$3.50 
	$18.00
	$35.00

	Classroom
	No Charge
	$3.00 
	$13.00
	$25.00

	Fields
	No Charge
	$8.00/Hr or $270/Season
	$20.00 
	$35.00

	Gym
	No Charge
	$5.50
	$21.00
	$40.00

	Media Center
	No Charge
	$3.50
	$15.00
	$35.00

	Parking Lot**
	No Charge
	$20.00
	$25.00
	$35.00


Payment is required for the rental at least one (1) week prior to the event or your event may be cancelled.

ALL FEES ARE HOURLY UNLESS NOTED

*Non-profit groups (including School Booster Groups) may avoid hourly fees for facilities usage by adhering to the following registration guidelines:
1. Submit a list of at least three responsible adults who will be listed as the responsible parties associated with the groups facility use.  The list should include up to date addresses and phone numbers for each person.  If the group wishes to avoid custodial fees for weekend use, one responsible party must be an acceptable staff member who is able to sign out a key.
2. The group submits a $500 refundable deposit.  The deposit will be refunded in full at the end of the session/term given the following two requirements are met.

a) Facilities are appropriately cleaned following each building use and there are no damages to the facility.

b) The group files with the Treasurer an audited financial statement on at least an annual basis.

3. The group submits to the Treasurer’s Office a copy of the group’s liability insurance policy with the Warren Local School District listed as an “other insured.”
4. The group adheres to all policies and procedures of the Warren Local School District Board of Education.

**Fees for the use of the parking lot will only be charged to non-profit youth and adult groups if the scheduled event requires blocking off the parking lot(s) (i.e. outdoor festival on parking area.)
COMMUNITY USE OF SCHOOL FACILITIES

(Equal Access: Board Policy Manual KG-R)


1.
Applications for the use of school facilities must be presented, in writing, on the District's formal application form to the building principal two weeks prior to the requested rental date.

2.
The Board or its designee reserves the right to reject or cancel any application for reason.


3.
All correspondence regarding rentals facility use shall be directed to and from the building principal.


4.
The person making application must be a responsible adult, 21 years of age or over.


5.
Special room equipment or requests for movement or setup of furniture must be requested at the time the facility is reserved.  Such permission must be so stated on the facility application. 


6.
Groups requiring setup and takedown (tables, chairs, etc.) must provide their own working party.  Groups requesting the Board to provide these services will be charged according to the fee schedule.  Failure to takedown equipment and clean up after an event will result in charges based upon the district’s actual expense for custodial time necessary to return the facility to its original condition.

7.
Organizations receiving permission to use school facilities are responsible for the conduct of both participants and spectators.  Adequate provision should be made to handle anticipated crowds.  Any event with an anticipated crowd of 100 or more participants may be required to pay a custodian to be on duty during the entire event.

8.
The building principal may require the renting organization to provide parking attendants and police and fire supervision if he/she believes the crowds or programs warrant it.


9.
All applications will be issued for specific rooms or areas, and it shall be the responsibility of the renting organization to see the remainder of the building is not entered or disturbed.


10.
Smoking Tobacco use is prohibited by law in school buildings and athletic facilities.  Adults may use tobacco in designated outdoor smoking areas only.

11.
No alcoholic beverages are permitted to be brought in or consumed in school buildings or on school grounds.


12.
Gambling is prohibited in school buildings or on the premises. Games of chance and activities defined as gambling by state statutes are illegal and strictly prohibited on district property.







13.
The rental organization is responsible financially for breakage or damage to equipment or facilities, including theft thereof.


14.
Rental groups must receive special permission from the Board or its designee to operate concessions of any type.


15.
There shall be no signs, banners, pennants, etc. placed in or on school buildings or on school grounds, except those associated with activities sponsored by the school or the school PTA/PTO.

16.
No open flame decorations shall be permitted.  Regular decorations must be as fireproof as possible.  Decorations shall not be fastened to walls or ceilings with nails, screws, scotch tape or other fasteners that will damage the finish of the surface.  Nails, screws or other fasteners shall not be used to fasten decorations to the floor.


17.
All electrical equipment (e.g., stage lights, stadium lights, scoreboards) and arrangements shall be under the control of the Board or its representatives.


18.
No group which limits membership in, or attendance at, its activities on the basis of race or color shall be allowed the use of school buildings or grounds.


19.
During use of gymnasiums, gym shoes are required.  Only participants with adequate supervision shall be in the gym.


20.
No group is admitted in buildings and facilities without a permit and only at the time stated and with proper supervision.  District grounds are considered facilities as per this policy and also require a permit.  

21.
All groups must clean up and be out of the buildings and facilities by the time stated on the permit.  Facilities must be cleaned and restored to a level deemed acceptable for district by the school principal or his/her representative.  Failure to adhere to this provision of the permit will result in the payment of fees equal to the district’s actual costs for payment of custodial services to restore the facility or grounds to an acceptable level.

22.
Extra-Duty Custodial Services shall include (but are not limited to) unlocking and locking the building, operation of lights, heating, setting up chairs, normal cleanup and putting the room(s) in order for their regular use.  Extra duty custodial services shall include, but are not limited to, unlocking and locking.  Hourly custodial service fees will be as per the District’s negotiated agreement with the OAPSE union and will be calculated by the District Treasurer.

23.
School equipment may be loaned out by the building principal to non-profit groups only.  For profit groups may be denied use of district equipment or charged an appropriate fee as determined by the building principal.


24.
The Building Principal custodian of the building or his/her designee shall enforce the rules and regulations as set forth by the Board.


25.
The right to revoke or restrict a permit at any time is reserved by school authorities.


26.
The Board reserves the right to add additional regulations or restrictions at any time, either orally or in writing, that are deemed necessary for the safety of people, protections of school property and the general welfare of the community, including the cancellation of any permit.


27.
The Board assumes no responsibility for properties left on premises by the applicant.


28.
The auditorium, gymnasium or any other room used by the applicant will be examined carefully after use and the applicant agrees to make good promptly any loss or damage occurring during the applicant's use of said room or rooms.





29.
Automobiles shall only be driven and parked in designated areas provided.


30.
Litter of all kinds shall be removed by those using school facilities, or arrangements shall be made to pay custodial personnel for doing this work.


31.
Profit-making groups will pay a substantial fee as defined by the accompanying fee schedule made part of this policy (see Fee Schedule #9).  Profit is considered to be any money collected over and beyond the cost of expenses and donations made to WLSD.

Examples of Prohibited or Restricted Events

	Bonfires*
	Donkey B. Ball
	Pyrotechnical-Endorsement Only
	Full-Size Trampolines

	Bungee Jumping/Runs
	Dunk Tank
	Rodeo Events
	Velcro Walls

	Car Bashing
	Mechanical Rides
	Live Animal Exhibits
	Overnight Camping-

	Chemical Applications
	Motorcycling
	Skating of any sort
	Helicopter Landings

	Climbing Walls 
	Paintball
	Tobogganing
	Roping Events


*Only permitted by school groups working in cooperation with a local fire department and with permission of the Superintendent of Schools.
Applicant Responsibilities
I.
Applicant Obligations and Responsibilities


Applicant agrees with the following:


A.  
To comply with all the rules, regulations and policies set forth in this agreement 


(See Policy KG and KG-R Regulations as provided in the Guide to Community 


Use of School Facilities).


B.
To take proper care of the facilities and equipment used and to promptly pay for 


any damage occurring during the use of same.


C.
To confirm the activities of its organization and all persons in attendance to the 


rooms and quarters reserved for its use and to respect the classroom 



equipment/supplies by not moving or altering in any way at any time.


D.
To provide adequate adult leadership and supervision at all times for activities in 


which minors participating.  (See Applicant Obligations and Responsibilities – 


The Guide to Community Use of School Facilities.)

E.
To limit the number of tickets distributed to the seating capacity of the facility 


reserved.


F.
To indemnify and hold the School District, its officers and employees harmless 


from and against all claims, caused of actions, damages, losses, expenses, and 


liability of any kind, including, without limitation, attorney’s fees and court costs, 


arising out of or relating to applicants use of premises and facilities.


G.
To pay the additional costs for any equipment used or personnel associated with 


the applicant’s use of facilities.


H.
To understand that no storage facilities will be provided nor responsibility 



accepted by the Warren Local School District for any equipment or material 


brought in by an organization using the school facilities.


I.
To be legally and financially responsible for the conduct and control of both 


patron and participants, and to comply with all federal, state, and local laws, the 


Warren Local School District Request for Community Use of Facilities, and 


Board of Education policies relative to community use of district property.

II.
Conditions

A.
Payment.  Payment and Application fee must be made in full at least one week prior to the scheduled event or the event may be cancelled by the Principal or Supertinedent.
Warren Local School District is an equal opportunity institution and will not discriminate on the basis of race, color, national origin, gender, sexual orientation, and disability in its activities, programs, or employment practices as required by Title VI, Title IX, and Section 504.  For more information regarding civil rights or grievance procedures, contact the Superintendent, Warren Local School District, 220 Sweetapple Road, Vincent, OH  45784, Phone (740) 678-2366.
Note:  Weapons, Alcohol, and Illegal Drugs are Expressly Forbidden on School District Property.

Revised:  8/15/2011








File:  KG-E

WARREN LOCAL SCHOOL DISTRICT

APPLICATION FOR USE OF SCHOOL FACILITIES

(Application must be made one (1) week prior to use of facility)
BUILDING:___________________________________________________________________ORGANIGATION REQUESTING USE OF FACILITIES:

NAME:_______________________________________________________________________

ADDRESS:____________________________________________________________________ TYPE OF ORGANIZATION:



____________

____________
____________
___________



WLSD School


Non-Profit

Non-Profit

Commercial


Organization


Youth Group

Adult Group

Group

PURPOSE:
______________________
EXPECTED ATTENDANCE: ________________

DATE OF USE:  ____________________    TIME:  ___________________________________

AREAS THAT WILL BE NEEDED:  (Please check the areas that your group will need)

___  Classroom
___  Lunchroom
___  Kitchen

___  Restrooms

___  Auditorium
___  Gymnasium
___  Baseball Field
___  Softball Field

___  Soccer Field
___  Football Field
___  Football Field w/lights

NOTE:  Building restrooms are not available for groups using outside facilities.  Please use portable toilet facilities as provided.

School Grounds (specify): ________________________________________________________

Equipment (list):

______________________________________________________

Furniture (list):

______________________________________________________

Furniture Movement (specify):_____________________________________________________

COST OF USE OF FACILITIES:

Fee will be determined by the schedule of charges printed on the back of this form and will be filled in by the building principal.  This will be done in the applicants presence should any questions arise.  The fee is broken down into two areas:  Labor and Facility:


















Labor:

$________________








Facility:
$________________









Equipment:
$________________









Total Cost:
$________________

I/We agree to abide by the rules and regulations of the WLSD Board of Education governing the use of school facilities and the laws of the State of Ohio which pertain to the use of public school buildings and grounds, including Revised Code Section 3313.75 and 3313.79.  Applicant(s) accepts any/all claims and responsibility of negligence and liability while using school facilities under this application.

APPLICANT(S) SIGNATURE:  _______________________________
Date:  ____________

TITLE/ORGANIZATION:  _______________________________________________________
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * ____  Approved




Building Principal:  ___________________
____  Disapproved






Date:  __________________
Copies to:
Applicant, Building Principal, Administration Office, Treasurer

Facility Use Fee Schedule

Elementary Buildings

	
	WLSD School Organizations
	*Non-Profit Youth Groups
	*Non-Profit Adult Groups
	Commercial Groups

	Cafeteria
	No Charge
	$2.50 
	$10.00 
	$30.00 

	Classroom
	No Charge
	$2.00 
	$10.00 
	$20.00 

	Fields
	No Charge
	$8.00/Hr or $270/Season
	$15.00 
	$25.00 

	Gym
	No Charge
	$3.00 
	$15.00 
	$32.00 

	Media Center
	No Charge
	$2.50 
	$10.00 
	$30.00 

	Parking Lot
	No Charge
	$15.00 
	$20.00 
	$30.00 


High School Building

	
	WLSD School Organizations
	*Non-Profit Youth Groups
	*Non-Profit Adult Groups
	Commercial Groups

	Cafeteria
	No Charge
	$3.50 
	$18.00
	$35.00

	Classroom
	No Charge
	$3.00 
	$13.00
	$25.00

	Fields
	No Charge
	$8.00/Hr or $270/Season
	$20.00 
	$35.00

	Gym
	No Charge
	$5.50
	$21.00
	$40.00

	Media Center
	No Charge
	$3.50
	$15.00
	$35.00

	Parking Lot**
	No Charge
	$20.00
	$25.00
	$35.00


Payment is required for the rental at least one week prior to the event or your event may be cancelled, unless other arrangements have been approved by the building principal or Treasurer’s Office.
ALL FEES ARE HOURLY UNLESS NOTED

*Non-profit groups (including School Booster Groups) may avoid hourly fees for facilities usage by adhering to the following registration guidelines:

5. Submit a list of at least three responsible adults who will be listed as the responsible parties associated with the groups facility use.  The list should include up to date addresses and phone numbers for each person.  If the group wishes to avoid custodial fees for weekend use, one responsible party must be an acceptable staff member who is able to sign out a key.

6. The group submits a $500 refundable deposit.  The deposit will be refunded in full at the end of the session/term given the following two requirements are met.

c) Facilities are appropriately cleaned following each building use and there are no damages to the facility.

d) The group files with the Treasurer an audited financial statement on at least an annual basis.

7. The group submits to the Treasurer’s Office a copy of the group’s liability insurance policy with the Warren Local School District listed as an “other insured.”

8. The group adheres to all policies and procedures of the Warren Local School District Board of Education.

**Fees for the use of the parking lot will only be charged to non-profit youth and adult groups if the scheduled event requires blocking off the parking lot(s) (i.e. outdoor festival on parking area.)

File:  KG-E

COMMUNITY USE OF FACILITIES

__________________________________________________________________

(Indemnitor)

agrees to indemnify and HOLD HARMLESS the WLSD Board of Education and its Agents and Employees from all liabilities, claims, demands, damages or costs for, or arising out of,

__________________________________________________________________

(Subject of Indemnity)

whether it be caused by the negligence of indemnitor or the Warren Local Board of Education or either party’s agents or employees or otherwise.









_________________________








Signature









_________________________








Date

Warren Local Schools, Vincent, Ohio
2

