GLOUCESTER COUNTY INSTITUTE OF TECHNOLOGY
2026-2027 FACILITY USAGE REQUEST

	FACILITY APPROVAL & OPERATIONAL CLEARANCE

	IMPORTANT: NO SINGLE APPROVAL AUTHORIZES FACILITY USE
Board of Education approval, when required, is one component of the process. An event may proceed only after all applicable calendar, program-area, Facilities, Safety & Security, and Business Office requirements are complete and Final Administrative Authorization has been issued.

	#
	REVIEW / CLEARANCE
	RECOMMENDED SIGN-OFF
	STATUS
	ANTICIPATED COST
	INITIAL / DATE

	1
	CENTRAL CALENDAR / SPACE AVAILABILITY
Confirms requested space, date and time are available on the GCIT Master Building Schedule.
	Athletic Department / Central Facility Scheduler
	☐ Cleared
☐ Pending
☐ N/A
	☐ None
☐ Yes $_____
☐ TBD
	________
____/____

	2
	PROGRAM / AREA CLEARANCE
Confirms the proposed use is appropriate for the requested area and identifies area-specific requirements.
	Athletics / Classroom Teacher / Area or Program Lead, as applicable
	☐ Cleared
☐ Pending
☐ N/A
	☐ None
☐ Yes $_____
☐ TBD
	________
____/____

	3
	FACILITIES / BUILDING ACCESS
Confirms opening/closing, custodial coverage, setup needs, building access and overtime requirements.
	Director of Buildings & Grounds
	☐ Cleared
☐ Pending
☐ N/A
	☐ None
☐ Yes $_____
☐ TBD
	________
____/____

	4
	SAFETY & SECURITY
Reviews security, traffic/parking, crowd control, emergency access and law-enforcement staffing needs.
	Gloucester County Sheriff’s Office - Sergeant
	☐ Cleared
☐ Pending
☐ N/A
	☐ None
☐ Yes $_____
☐ TBD
	________
____/____

	5
	DOCUMENTATION / BUSINESS CLEARANCE
Confirms insurance, Additional Insured endorsement, permits, nonprofit documentation, deposit/billing and preliminary charges.
	Business Administrator / Accounts Receivable
	☐ Complete
☐ Pending
☐ N/A
	☐ None
☐ Yes $_____
☐ TBD
	________
____/____

	6
	FINAL ADMINISTRATIVE AUTHORIZATION
Confirms all applicable operational and business clearances are complete. BOE approval status is documented here when required.
	Superintendent / Central Administration
	☐ AUTHORIZED
☐ NOT AUTHORIZED
	FINAL EST.
$________
	________
____/____

	GCIT STANDARD BUILDING HOURS
Monday-Friday: Open until 9:30 PM promptly
Saturday: Open until 2:30 PM
Sunday: CLOSED - special exemption required
	BOARD OF EDUCATION STATUS / COST REVIEW
BOE Approval: ☐ Required  ☐ Not Required
If required: ☐ Approved   Meeting Date: __________
Any anticipated charge should be identified above; requests outside standard hours may require additional staffing/overtime.


Applicant Information & Event Request
	PAPER TRANSITION FORM: GCIT is transitioning facility reservations to Bound. Paper requests remain available during the transition, but organizations are strongly encouraged to create a Bound Reserver account and submit online. Bound Reserver sign-up: manager.gobound.com/facility/reserver/signup

	1. REQUESTING ORGANIZATION

	Organization: 
	Request Type: ☐ Internal  ☐ External

	Primary Contact: 
	Phone: 

	Email: 
	Organization Type: 
☐ For-Profit  ☐ 501(c)(3)  ☐ Government/Employee  ☐ Other

	Billing Address: 
	City/State/ZIP: 

	2. EVENT / PROGRAM INFORMATION

	Event / Program Name: 
	Estimated Attendance: 

	Purpose / Description: 
	Public Event? ☐ No  ☐ Yes

	Admission / Participant Fee Charged? ☐ No  ☐ Yes  Amount $________
	Parking Assistance? ☐ No  ☐ Yes

	3. FACILITY / AREA REQUESTED   Check all that apply; identify exact space.

	☐ Gymnasium #1 (East/New)
	☐ Gymnasium #2 (West/Old)
	☐ Gymnasium – No Preference

	☐ Cafeteria / Commons
	☐ Aquatic Complex
	☐ Theater

	☐ Classroom(s)
	☐ Specialized Instructional Space
	☐ Other: 



Exact room / field / pool lane(s): ________________________________________________________________________________
	4. DATE & TIME SCHEDULE   Use one line per requested date. This section controls the requested schedule.

	Date
	Day
	Access / Setup
	Event Start
	Event End
	Exit / Cleanup

	____/____/____
	______
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM

	____/____/____
	______
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM

	____/____/____
	______
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM

	____/____/____
	______
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM

	____/____/____
	______
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM

	____/____/____
	______
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM
	______ ☐AM ☐PM


Additional dates: ☐ Same schedule on attached date list   ☐ Additional schedule attached   Total dates requested: ______
	5. SETUP, EQUIPMENT & SUPPORT NEEDS

	Room Setup
	☐ Existing setup  ☐ Tables #____  ☐ Chairs #____  ☐ Bleachers  ☐ Other: 
Description

	Technology / Event Support
	☐ PA/Mic  ☐ Projector/Screen  ☐ Scoreboard/Timing  ☐ Theater Lighting/Sound  ☐ Other:
Description

	Staffing / Services
	☐ Custodial  ☐ Security  ☐ Site Supervisor  ☐ Lifeguards  ☐ Certified Room Staff  
☐ Parking ☐ Other:



Setup / layout notes: 

GCIT 2026-2027 FACILITY USAGE REQUEST - RATES, REQUIREMENTS & APPROVAL
	6. 2026-2027 PUBLISHED BASE RATES   Additional staffing and service charges may apply.

	Facility / Service
	Base Rate
	Notes

	Gymnasium
	$100/hour per gym
	Saturday: $50/hour additional staffing. Sunday, if approved: $75/hour facilities overtime.

	Aquatic Complex
	$35 per lane/hour
	Full pool baseline: 26 lanes / $910 per hour. Additional staffing may apply.

	Theater
	$100/hour
	Technical staff, site supervision, security, and custodial/facilities billed as required.

	Standard Classroom
	$25/hour per classroom
	Subject to availability and school programming.

	Specialized Instructional Space
	$50/hour + staffing
	Certified GCIT staff required; additional safety/staffing costs apply.

	Late Staffing Overage
	$50 per occurrence
	May apply when late departure prevents staff from clocking out at contractual time.



Rate terms: 50% non-refundable deposit required to secure dates; dates are not guaranteed until deposit is received. Remaining balances are due before event start. Discounts/partnership pricing require appropriate approval.

	7. REQUEST PROCESS & SUBMISSION WINDOWS

	ONLINE TRANSITION
GCIT is moving facility scheduling to GoBound. During the paper transition period, applicants should create a Bound Reserver account and enter requests online when directed so approved events can be incorporated into the Master Building Schedule.

Bound Reserver sign-up:
manager.gobound.com/facility/reserver/signup
	ANNUAL REQUEST WINDOWS
Window 1: June 1 - June 30
Window 2: August 1 - September 1
Window 3: November 1 - December 1
Window 4: February 1 - March 1

Earlier submission improves the likelihood of securing preferred dates/times. Approval remains subject to school programming, availability, staffing, and operational impact.


Board approval planning: Board of Education approval, when required, is documented as part of Final Administrative Authorization. BOE approval does not independently confirm calendar availability, building access, staffing, security, documentation, or payment requirements.
	8. APPLICANT CERTIFICATION & REQUIRED DOCUMENTATION


• Applicant agrees to comply with GCIT/Board policies, facility rules, approved rental rates, and all conditions of use.
• Additional custodial, security, site supervision, technical, lifeguard, Buildings & Grounds, or certified instructional staff costs may be billed when required.
• Required insurance documentation must be provided before facility access. The current form requires at least $1,000,000 in general liability coverage and applicable GCIT/Board representatives to be named as Additional Insured.
• Required fire permit documentation, when applicable, must be provided in accordance with district requirements.
• Applicant is responsible for ensuring all dates, access/setup times, event times, and exit/cleanup times above are complete and accurate.

BOE MEETING DATES FOR 2026-2027
SUBJECT TO CHANGE
	July 15, 2026
	11:00 a.m. 500 Wing BOE Conference Room

	August 19, 2026
	11:00 a.m. 500 Wing BOE Conference Room

	September 16, 2026
	5:00 p.m. GCIT Theater

	October 21, 2026
	5:00 p.m. GCIT Theater

	November 2, 2026
	5:00 p.m. GCIT Theater

	November 18, 2026
	4:00 p.m. 500 W BOE Conference Rm. (Annual Organization)

	December 16, 2026
	5:00 p.m. GCIT Theater

	January 20, 2027
	5:00 p.m. GCIT Theater

	February 17, 2027
	5:00 p.m. GCIT Theater

	March 17, 2027
	5:00 p.m. GCIT Theater

	April 21, 2027 
	5:00 p.m. GCIT Theater

	May 12, 2027  
	5:00 p.m. GCIT Theater

	June 16, 2027
	5:00 p.m. GCIT Theater



	Authorized Representative: 
	Title: 

	Signature: 
	Date: ____/____/________

	9. FINAL RECORD / BILLING USE

	Status
	☐ Approved   ☐ Approved with Conditions   ☐ Denied

	Assigned Facility / Space
	

	Approved Dates / Times
	☐ As requested   ☐ Modified - see attached / notes

	Required Documentation
	☐ Insurance/COI   ☐ Additional Insured Endorsement   ☐ Fire Permit   ☐ 501(c)(3) Proof

	Fees / Billing
	Base Rental $________  Staffing $________  Other $________  Deposit $________  Balance $________



Administrative notes / conditions: 
	Reviewed / Reserved By: 
	Date: ____/____/________

	Final Authorization Recorded By:
	Date: ____/____/________



GCIT - 1360 Tanyard Road, Sewell, NJ 08080  |  2026-2027 Facility Usage Request
