Berlin Elementary School
Facility Use Application

Group making Request:_________________________________________      Date:    _____________________
Address: ________________________________________________ Phone: _____________________________
                    Street                                              City,        State       Zip                      Email: _____________________________
Date(s) requested for use: ______________ ______ Time of Use:  from ________a.m./p.m  to: _______a.m./p.m.

Purpose: ____________________________________________________________________________

Area Requested:  Music/Art room _____Gym_____Library_____Classroom_____Athletic Field _____Other____
Is the general public invited?    

Yes

___________           

 NO
                _________
Is your organization:                 

 For Profit          ___________                               Not for Profit      _________

Will admission be charged:       

 Yes

___________ 


 NO 

   _________

Does this event benefit Berlin Elementary Families?  If so, how? ___________________How Many?          _________

Do you need any special equipment?
 Yes

___________ 
 
              NO   

   _________ 

If yes, please specify:  _____________________________________________________________________________

If your event benefits Berlin families, would you like this mentioned in our school newsletter?  ____Yes  ____No

If yes, please email a very brief description to:  dlane@u32.org 
The deadline for newsletter submissions is Wednesday @ noon for that week's edition.


   We are a public school.  To that end, we must be accountable to the public and specifically to the Berlin tax payers.
 Therefore, we expect that the groups follow the camper’s code:

LEAVE THE BUILDING/AREA…BETTER THAN YOU FOUND IT!
Also these particular rules & regulations apply:

· No smoking (including electronic or vapor cigarettes) or FIREARMS anywhere, including in vehicles, on school property

· Comply with safety regulations and policies of the Fire Department and the Health Department

· Use facility only on specified dates and for purposes named in the application.  Applications are not transferable and are not valid unless approved and signed by approval official.
· No alcoholic beverage or use of illegal drugs on school premises.

· Do not move furniture or equipment belonging to the school without permission.  Under no circumstances remove school property from the premises.
· Abide by all school policies.

· Alterations or additions to school property are prohibited.  Temporary structures such as sets may be installed, provided requirements are made known at the time of application and approved, and provided no permanent damage or disfigurement will result.  Nothing to be nailed, tacked, or fastened to any wall, inclusive of sign, without prior approval.

· Animals, unless service animals are not permitted on school property.
· Any special costs incurred by the school District in preparing for any function, or after such function, will be charged to the user.

· If determined necessary by the building administrator, additional personnel will be assigned to cover a function and costs associated with them will be charged to the user.

· Safety regulations determine maximum capacity of school facilities.  Each administrator will advise the user not to exceed such restrictions.

· Any organization using school building shall leave the facility in the same order as found.  Additional charges will be assessed and future use by an organization may be limited if violation of this rule occurs.

· The organization or individual(s) participating or requesting the use of the school district facilities agree to Hold Harmless and Indemnify the Berlin Elementary School for damages of any injuries experienced.

· Activities involving children must provide appropriate adult supervision upon request.  The administration will determine this ratio based upon the planned activity

· Vehicles to park only in designated areas

· The sponsor of any group or organization applying for use of the district facilities or grounds for athletic purposes or for other purposes which, in the opinion of the Principal, might require appropriate insurance coverage shall provide a certificate of insurance naming the school district as an additional insured.  The certificate of insurance will be issued for a minimum to be determined by the principal.

· Participants will not be restricted from participation for reasons of race, religion, sex, sexual orientation, creed, national origin or disability conditions.

** If there are any problems, such as the fire alarm going off or no heat, please call Chuck Martin @ 802-505-8474 or the front office @ 802-223-2796. Phones are located in most rooms.  Please dial “9” for an outside line.

Signature of Responsible Person:_________________________________________Date:_______________
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Important Notice


Berlin now has students with potentially life-threatening allergies to nuts.    All food brought to the school is restricted to the gym, which must be thoroughly cleaned after use.  No food may be brought to classrooms or other common areas.   As the safety and well-being of our students is our priority, we apologize that our kitchen will no longer be available to the public as part of building use.


I have read and agree to adhere to the above statement______________________________


	                                                   Requestor’s signature











Contact Person: (Person Responsible):     	                         Name: ________________________________


Phone:  _____________________________                                 Address: ______________________________


                                              					              City, State, Zip





Check-out Checklist


Areas used are swept (Broom in gym closet, please ask custodian on duty.


All trash to be picked up


Chairs and table are put back in place


All equipment used is returned


All light are turned off before leaving.








Administrative Action


Request Approved ______________       Request Denied_______________   Reason: _______________________


Fee for Usage:    $__________


______________________________________________       _________________


Principal, Berlin Elementary School				Date





Payment Received:  $___________


Date:          ___________








