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Community Use of School Facilities
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INTRODUCTION

It is the policy of the Board of Education to make school facilities available for limited
community use when buildings are not in use for school programs or activities. These
administrative regulations and procedures for providing community use are intended to
promote safe, lawful, and fair use and enjoyment of District facilities consistent with the
need to establish priorities that recognize the educational purpose of the facilities and the
need to be financially responsible for the expenses associated with such use. Facility
rental for personal use, such as weddings, funerals, anniversaries, etc. are not permitted.

These regulations and procedures shall govern the use of school facilities for purposes not
directly related to the School District's implementation of its educational programs and
shall apply to all buildings and grounds owned and/or operated by the District.

RESPONSIBILITY

The Facilities Management Department is responsible for the administration of this policy
and regulation as it relates to the specific building and for implementation of the Board
policy to encourage community use of school facilities.

The Facilities Management Department will facilitate the administration of this policy and
regulation in collaboration with building administration, and will provide technical
assistance when appropriate, including the responsibility to negotiate facility use permits
with community users.

SCHEDULING

All schools are required to maintain a daily current master schedule of activities. After all
school activities have been scheduled, space will be available outside the regular school
day to the community with attention to broad and equitable use of facilities. The regular
school day is generally one-half hour before classes commence in the morning to one
hour after all classes have ended in the afternoon. The School Site Administrator will have
the responsibility and authority for facility scheduling.

Alternate locations will be offered when feasible if a particular building cannot
accommodate all requests. All use is subject to the availability of the Pueblo School
District 60 custodial and/or building monitoring staff. The Facilities Management
Department will inform each school about all facility use permits issued.

FIELD USE

Fields may be made available to rent for limited and approved community use. This use is
subject to cancellation or adjustment, due to weather, field conditions, maintenance, or
other circumstances deemed necessary and in the best interests of the District.

APPLICATION FOR USE

The Facilities Management Department will be responsible for the Facility Use Permit
process. A facility use application request form (Exhibit B) must be signed and submitted
to the School Site Administrator, along with a certificate of liability insurance to start the
permit process. If a request for use is approved by the School Site Administrator, the



application and all necessary documentation will be forwarded to the Facilities
Management Department for review and final approval of the Facility Use Permit. The
approved Facility Use Permit will be distributed as follows: (One copy each)

e School
e Renter
e Facilities Management Department/Facility Use

CANCELLATION, REVOCATION, AND MODIFICATION

The Facilities Management Department will notify the appropriate building staff person if
the scheduled facility use is canceled or adjusted. Building use can be denied or a Facility
Use Permit may be revoked for repeated or material violation of the regulations or
permit, repeated short notification of cancellations, failure to pay rental fees,
inappropriate behavior, and other good cause as determined by the Facilities
Management Department. The Facilities Management Department will notify all involved
parties of the cancellation or change of the permit.

The Facilities Management Department reserves the right to cancel building Facility Use
Permits should the space be needed for school, or school-related activities, or district
activities. This action will be used only when necessary due to unavoidable circumstances,
and attempts will be made to offer alternative space.

Notwithstanding the above, the School District may cancel or revoke a permit at any time
when, in the judgment of the school site administration or the Facilities Management
Department, it is in the best interests of the School District to do so. When this occurs,
appropriate financial adjustments will be made.

CANCELLATION/CHANGE FEES
When a user requests to cancel or modify a signed permit, the following fees will be
assessed:

1. Rental fees of less than $25.00 - no refund;
2. Rental fees of less than $100.00 - $25.00 cancellation/change fee;
3. Rental fees of $100.00 or more - cancellation/change fee of 25 percent of fee charged.

AUTHORIZED USE OF SCHOOL-OWNED EQUIPMENT

Areas are rented as furnished. School equipment is usually not loaned or leased to
community groups. If a request for use of school equipment is approved by the building
administration, additional fees will be charged. Examples of equipment for which extra
fees may be charged are:

e Stage scenery and flats

e Projectors and stage lighting equipment, sound systems
e Music stands and pianos

e Gym equipment: e.g., score boards, mats



Stage lighting equipment and projectors must be operated by school (or school approved)
personnel. School operators shall be paid by the School District, and reimbursed by the
user, at a rate or at a flat fee established by the District.

GENERAL REGULATIONS

1. Permit: A written permit shall be required for use of a school building or grounds by
any group that is not a part of the District. Such permits may be granted for a single use,
or a limited, recurring use, not to exceed one year.

2. Supervision: Permits shall be issued upon satisfactory assurance that the use of the
school facility will be under the direct supervision of an adult who is responsible and
competent to supervise the proposed program or activity. The supervision provided by
each renting group must be adequate to ensure that the members of the group remain in
the assigned portion of the facility. If necessary, in the judgment of the Facilities
Management Department, a monitor may be hired to supervise the group with the cost
incurred by the user. If required by school officials, guards or uniformed police must also
be provided at the expense of the user.

3. Processing: Should it be difficult to define or process a request for the use of school
facilities within the scope of this regulation, the Facilities Management Department
Director will evaluate the situation and will consult the appropriate central administrator
if necessary before issuing or refusing to issue a Facility Use Permit.

4. Interpretations: All permits will be reviewed and signed by the Facilities Management
Department Director or designee for the purpose of determining uniformity with
interpretation and application of fees and policy.

5. No Assignment: No permit shall be transferred or assigned to any person or group.

6. Safety: All applicable fire and safety laws/regulations governing use of school facilities
must be observed at all times, including without limitation:

Auditorium exit lights must be used.

Open flame (including candles) is prohibited.

Room capacity is not to be exceeded.

Use of tobacco products is prohibited in all areas of the building and grounds.
Temporary electrical or mechanical modifications are prohibited.

Flammable holiday or other decorations are prohibited.

Stairways, corridors, and entrances/exits must be kept free of obstruction at all
times.

h. No equipment, scenery, or decorations of any type shall be used within the
building or on the premises except as specifically provided in the permit. Such
equipment, scenery, or decorations shall be of a slow burning nature and shall
conform to all local and state regulations governing such equipment and shall
not be attached to the walls, floors, or ceilings (except to anchors presently
provided).
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i. No possession or use of weapons or participation in any other dangerous
activities except as specifically provided in the permit, covered by a Certificate
of Insurance and with proper waivers approved by the District.

7. Alcohol and Drugs: Use or possession of alcohol and controlled substances is
prohibited in buildings and on grounds. Controlled substances are drugs specifically
identified and regulated under Federal law and include, but are not limited to, opiates,
narcotics, cocaine, amphetamine, and other stimulants, depressants, hallucinogenic
substances, and marijuana. Failure to comply will be dealt with by local law enforcement
agencies and may result in revocation of the Facility Use Permit.

8. lllegal Activities: All disruptive or illegal activity in buildings and on grounds is
prohibited and may result in revocation of the Facility Use Permit.

9. Gambling: Unlicensed gambling is prohibited on any school property.

10. Indemnification: The holder of a permit shall be responsible to the Board of Education
of the Pueblo City Schools for any and all damages and losses whatsoever to the building
and/or the contents, and shall indemnify and hold harmless the Board and its employees
from any claim resulting from or arising out of the use of the school facilities named in the
permit or any part of the facilities covered in the permit.

11. Personal Property: The Board of Education shall not be held responsible for any
damage or loss that may occur to non-school property brought on the premises. Such
property (as well as rubbish) must be removed from the facility immediately after the use
or before such time as the materials will interfere with school activities.

12. Insurance: School District insurance coverage does not extend to community or other
groups using school facilities. The District may require a certificate of insurance from the
user, naming the District as an additional insured, covering injury to persons or damage to
property. Entities which can establish coverage under the Colorado Governmental
Immunity Act must provide certification of proof of insurance at least to the limitations
provided in the Act. All other entities must provide a certificate of insurance in the
amount of at least $1,000,000 per occurrence/$2,000,000 aggregate.

13. Locations: All permits will be issued for specific rooms or fields. It shall be the
responsibility of the permit holder to restrict the activities of the group to that specific
area except for necessary hallways and restrooms. Noncompliance could result in
revocation of the permit. The approved party is responsible for not allowing unauthorized
individuals into the approved area or activity.

14. Times: Facility use times will be specified in the permit. All groups are expected to
vacate the premises by the time specified in the permit. An additional hour rental may be
charged for early arrival or late exit. All Facility Use Permits will terminate by 10:00 p.m.
Exceptions to this requirement may be approved by the building administration.

15. Days: Facilities may be rented Mondays through Fridays as space is available and as
such rental does not interrupt or disturb regular school activities. Saturday and Sunday



use of school facilities may be permitted and will be subject to staff availability where
applicable.

16. Equipment Storage: Users may make arrangements with the building principal to
temporarily store regularly used equipment, if space is available, and may be charged on a
monthly basis. The School District assumes no liability for damage or theft of such
equipment. The User shall not apply any locks or locking devices that prevent the District
access to the area.

17. Promotional Materials. The posting or distribution of advertising and promotional
materials of building users are subject to Board policy.

GUIDELINES FOR DENIAL OF USE

The School District reserves the right to deny a permit for any reason. Approval will be
denied if, in the judgment of the School Site Administrator and or Facilities Management
Department:

1. No appropriate District employees are available to be on the premises during the
intended use.

2. Insufficient time is available between the request and the intended use.
3. The proposed activities would:

e Jeopardize the equipment and/or facilities of the building.

e Conflict with school activities.

e Beincompatible with the school neighborhood.

e Violate any District policy or local, state, or federal law.
4. The user's past history of rental has been negative.

5. The program and/or activities are not age appropriate for students who would
ordinarily attend that school.

6. It is in the best interest of the School District to deny the use.

GUIDELINES FOR RELIGIOUS USE

Facilities may be used for religious activities under the following conditions:

1. Church services and religious activities must be conducted at times when school is not
in session.

2. Religious objects and symbols must be removed after each use.

NONDISCRIMINATION
All users shall comply with federal, state, and local laws and regulations applicable to their
activities, including those related to discrimination.



USE CATEGORIES

Category 1:
No use fee will be charged at any time to the following except that Custodial fees shall still
apply for any non-regular school hours:

1. Users who are considered to be a part of the regular school curriculum or curriculum
related groups.

2. Users who are participants in school-sponsored student activities, such as athletic and
music groups, curriculum-related student clubs, plays, student council activities, or social
events.

3. School-affiliated users such as parent-teacher organizations, school-related community
groups, or recognized employee associations of the Pueblo City Schools.

4. Users that provide services and activities for the benefit of students and do not charge
any participation fees.

4. Organizations with whom the Board of Education has established Community
Partnership agreements.

5. Governmental entities using facilities as a polling place.
6. Precinct caucuses.

7. Forums for candidates for the Board of Education, where such forums are open to the
public without charge, and all candidates are invited to participate.

* Category 1 users may be charged for any personnel overtime when applicable.
* Category 1 status shall not be extended to any group other than these stated.

Category 2:

A nominal hourly fee for facility use will be charged to non-profit youth community groups
that charge a nominal fee of less than $10 per participant for the duration of the activity
for participation. For purposes of this regulation, youth are to be defined as students
attending grade 12 or below.

Category 3:
A fee will be charged to all other users and groups using facilities not otherwise covered
by Category 1 or 2.

FEES

1. Custodial/Monitor

Any organization or individual, regardless of classification, will be required to pay the cost
of custodial/monitoring services if its use of the facility would result in direct costs to the
School District.



2. Kitchen

A school cafeteria manager or other designated cafeteria employee(s) must be present for
general supervision of the kitchen, and all persons working in the kitchen (preparing food
and/or handling kitchen equipment) must meet state and county requirements for school
food handlers. The user shall pay the District in accordance with the fee schedule for all
cafeteria personnel.

3. Grounds and Parking Lots
a. Any expense incurred by the district for use of facilities in this category will be
charged to the user.
b. No work shall be done by outside groups to any grounds or athletic field
without the written consent or the director of facilities or designee.

4. District-Owned Equipment for Community Use

a. Furniture and equipment located in the district schools shall not be loaned or
rented to any person or organization for use off school premises.

b. This equipment may be used in district buildings only, with the permission of
the building principal, and only by qualified personnel of the district.

c. No equipment or furniture shall be altered or moved by users unless approved
by the director of facilities in the facility use agreement. Specifically included in
this category are basketball backboards, bleachers, and wrestling mats.

5. Payment of Fees

All users will be expected to pay permit fees in advance unless prior arrangements have
been made with the Facilities Management Department. Failure to pay as per agreement
may result in denial of access to the facility and denial of future requests.

Checks should be made out to Pueblo School District 60 and submitted to the Facilities
Management Department, located at Maintenance Service Center at 1902 Montezuma
Road, Pueblo, Colorado 81003.

6. Fee Revision
Fees are listed in Exhibit A and are designed to reflect the guidelines of this regulation.
These fees are subject to review and revision by the Superintendent.

7. Fee Regulations

a. Rental fees and damage deposits are payable two weeks in advance for dates
specified on the application. All checks or money orders shall be made payable
to Pueblo School District 60. Additional charges accrued by the user are due
within five business days after receipt of invoice.

b. Rental charges, as per rate schedule, will be based on the length of time the
facility is used, inclusive of that period preceding the opening or beginning of
the activity that is used for rehearsals, decorations, or preparation, as well as
that period following the closing of the activity necessary for the removal of
property, dismissal or personnel, and return to norm school use.

c. Use of facilities will fall within normal custodial hours or overtime charges will
be assessed.



d. Charges for use of district equipment may be assessed.

e. All Category 2, 3, 4 and 5 Users charging admission shall submit 10% of total ticket
admission collected to school rental site for student activities enhancement
programs.

f. The district reserves the rights to all concessions unless otherwise approved by
the Site Administrator.

8. Energy Conservation Measures
Temperatures in Pueblo School District 60 facilities will be set back during time when the
building is not occupied.

School buildings are occupied between 7:30 a.m. and 3:30 p.m. Monday through Friday
excluding scheduled holidays. All other hours of occupancy shall be scheduled through
the office of facilities management for district use. Buildings being occupied outside of
normal occupancy times must be scheduled through the prescribed process and
procedure established by the director of facilities management.

Heating systems will be set to maintain between 68 and 72 degrees in the winter and set
back to 55 degrees during unoccupied periods.

Cooling systems will be set to maintain temperatures between 78 and 74 degrees in the
summer and will be shut down during unoccupied periods.

Pueblo School District No. 60, Pueblo, Colorado
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@ PUEBLO FEE SCHEDULE

SCHOCH THSTRICT &l Cummunit'y Use
Of School Facilities

EXHIBIT A
Hourly Rate

Elementary School Fees Category 1 Category 2 Category 3
Classroom (2 Hr Minimum}) MN/A 53 535

Library, Multipurpose, Cafeteria MN/A 55 540
Gymnasium MN/A 55 540

Parking Lot NfA 52 515

Fields NfA 52 525
Middle / High Schoal Fees

Classroom (2 Hr Minimum}) MN/A 53 535

Library, Multipurpose, Cafeteria MN/A 55 540
Auditorium (Rehearsal Only) MN/A 55 540
[Auditorium (Meeting/ Performances) NfA 55 550
Gymnasium (Middle School) MN/A 55 540
Gymnasium (High School) M/A 55 550
Swimming Pool (2 Hr Minimum) MN/A 57 575

Fields NfA 52 525
Track [/ Tennis Court MN/A 53 530

Parking Lot NfA 52 515
Special Locations

Dutch Clark Stadium MN/A 5700/ Day - 10% of ticket sales

Pueblo City Schools Board Room MN/A 510 545
Other Conference Rooms MN/A 58 530
Services

Custodial Services MN/A* 527 527
Will include minimum 12 hour before and after scheduled event time (4 Hr Min)
Theater Manager [ Security | 535 I 535 | 3535
Category 1

Mo use fee will be charged at any time (see policy definitions)

Category 2

A nominal hourly fee for facility use will be charged to non-profit youth community groups that charge a fee of
fless than 510 per participant for the duration of the activity for participation. For purposes of this regulation,
youth are to be defined as students attending grade 12 or below.

Category 3

& fee will be charged to all other users and groups using facilities not otherwise covered by Category 1 or 2.

* custodial charges apply for weekends, after regular hours, holidays or school dosed days for Category 1, 2 and 3
Category 2 &3 users are not charged for hourly custodial costs if custodial staff are present (M-TH Gam-9pm ).

Revised B/7/2019
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EXAMPLE ONLY

(@)PUEBLO

REQUEST FOR EXHIBIT B
COMMUNMITY USE Schedule 1D:
OF SCHOOL FACILITIES

Attention applicants for fodility use: Please complete the following information. Your request for use of District

focilities is subject to approval of the Fodilities Manogement Department, who will contoct you to finolize terms
ond rates if pour request s approved.

FACIUTY INFORMATION
Fadility Requested

Area/Rooms Requested

USER/ORGAMIZER INFORMATION
Organization Requesting Usa:
Address:

Tax Exempt #:
Organization Contact:

Daytime/Cell Phone: | )] E-Mail Address:

On Site Adult Responsible Contact:

Daytime/Cell Phone: | ] E-mail Address:
Insurance Carrier:

Policy Number:

Expiration Date:

SCHEDULE INFORMATION Circle Days

Dates Requested: SUMTWTHF 54
Time(s) Requested:

Activity Description:

Is Partidpant Fee Charged: Yes [ )} Mo( ) If participant fee is charged, list amount for all costs/fees charged to
participants for duration of faclity use: §
Estimated # of Participants:

List Any Spedial Room 5Set Up Required:

SCHOOL AUTHORIATION

For School Use Only:

Is the school available for this request: Yes| ) Mo |

| werify that my school is available for this request and approve Facilities Management to process this request for
the dates and times specified above.

School Administrator: Dake:

For Focilities Lise only

Estimated Fee:

Total Number of Hours of Use: hours

Rental Hourly Rate: § per hour Total Rental Rate Fee: 5
Custodial Personnel Fee $27.00: houwrs (minimum of 4 hours) Total: %
Damapge Deposit: 5 {if required)

Special Equipment Fee: §
Total Payable at Time of Approval: 5.

Request Approved [ ] Request Denied | ) Date:

Fadility Use Coordinator:

Rwviad 1700

—-11 -




EXAMPLE ONLY

ACOR D® DATE (MM/DD/YYYY)
. CERTIFICATE OF LIABILITY INSURANCE
PRODUCER THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR
SAMPLE ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
INSURERS AFFORDING COVERAGE NAIC #
INSURED INSURER A:
SAMPLE INSURER B:
INSURER C:
INSURER D:
| INSURER E:
COVERAGES

THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. NOTWITHSTANDING
ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH
POLICIES. AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

INSR [ADD'L POLICY EFFECTIVE | POLICY EXPIRATION
LTR INSRD CE POLICY NUMBER DATE (MM/DD/YYYY) | DATE (MM/DD/YYYY) LIMITS
GENERAL LIABILITY EACH OCCURRENCE $ 1,000,000
X DAMAGE TO RENTED
COMMERCIAL GENERAL LIABILITY PREMISES (Ea occurrence) $ 100,000
‘ CLAIMS MADE OCCUR SAMPLE MED EXP (Any one person) | $ 5,000
PERSONAL & ADV INJURY | $ 1,000,000
GENERAL AGGREGATE s 2,000,000
GEN'L AGGREGATE LIMIT APPLIES PER: PRODUCTS - compiop AGG | 3 2,000,000
POLICY JPE(?T' LOC
| AUTOMOBILE LIABILITY COMBINED SINGLE LIMIT |
ANY AUTO (Ea accident) 1,000,000
ALL OWNED AUTOS
(I SAMPLE BODILY INJURY s
SCHEDULED AUTOS (Per person)
|_X| HIRED AUTOS BODILY INJURY s
X| NON-OWNED AUTOS (Per accident)
(I PROPERTY DAMAGE s
(Per accident)
GARAGE LIABILITY AUTO ONLY - EA ACCIDENT | $
ANY AUTO OTHER THAN EAACC | $
AUTO ONLY: AGG | $
EXCESS / UMBRELLA LIABILITY EACH OCCURRENCE $
OCCUR |:| CLAIMS MADE AGGREGATE $
L $
DEDUCTIBLE $
RETENTION  § $
WORKERS COMPENSATION WC STATU- oTH-
AND EMPLOYERS' LIABILITY YIN TORY LIMITS ER
ANY PROPRIETOR/PARTNER/EXECUTIVE E.L. EACH ACCIDENT $
OFFICER/MEMBER EXCLUDED? |:|
(Mandatory in NH) E.L. DISEASE - EA EMPLOYEE| $
If yes, describe under
SPECIAL PROVISIONS below E.L. DISEASE - POLICY LIMIT | $

OTHER

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES / EXCLUSIONS ADDED BY ENDORSEMENT / SPECIAL PROVISIONS

CERTIFICATE HOLDER

CANCELLATION

Pueblo School District 60
315 W._ 11th Street
Pueblo, CO 81003

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE EXPIRATION
DATE THEREOF, THE ISSUING INSURER WILL ENDEAVOR TO MAIL DAYS WRITTEN
NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, BUT FAILURE TO DO SO SHALL
IMPOSE NO OBLIGATION OR LIABILITY OF ANY KIND UPON THE INSURER, ITS AGENTS OR

REPRESENTATIVES.

AUTHORIZED REPRESENTATIVE

ACORD 25 (2009/01)

© 1988-2009 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD
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IMPORTANT

If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed. A statement
on this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may
require an endorsement. A statement on this certificate does not confer rights to the certificate
holder in lieu of such endorsement(s).

DISCLAIMER

This Certificate of Insurance does not constitute a contract between the issuing insurer(s), authorized
representative or producer, and the certificate holder, nor does it affirmatively or negatively amend,
extend or alter the coverage afforded by the policies listed thereon.

ACORD 25 (2009/01)






