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[bookmark: _6ut65xrcccqm]Facilities Handbook

[bookmark: _cusubz2vgl23]1.  Purpose and Authority
Blair Community Schools is proud of its facilities and the role they play in supporting learning, enrichment, and community connection. When not in use for school programs, district facilities may be made available to community organizations in a manner that is fair, consistent, and aligned with the district’s mission.
This Facilities Handbook is intended to provide clear, transparent guidance for community members and organizations seeking to use BCS facilities. While the district welcomes community use, all facility use requests must follow the same application and approval process and are subject to district review.
All district facilities are under the custody and control of the Superintendent of Schools. Use of BCS facilities by outside organizations is a privilege, not a right. Approval is granted at the sole discretion of the district and may be denied, suspended, or revoked at any time when required for school purposes, safety, operational needs, or the best interests of the district.
This handbook is adopted by the Blair Community Schools Board of Education, reviewed annually, and administered in accordance with Board Policies 1101 – Community Use of School Facilities and 1102 – Community Use of School Facilities Procedures. It replaces all prior facility-use tables or guidelines.

[bookmark: _gaevbsbtvqg0]2.  Definitions
For purposes of this handbook, the following definitions apply:
· Community Organizations: Organizations and activities that directly support, partner with, or are connected to Blair Community Schools or public education, including school-sponsored groups, education partners, and governmental entities as identified in Section 4.
· Nonprofit Organizations: Organizations recognized as nonprofit under state or federal law that are not directly affiliated with Blair Community Schools.
· For-Profit Organizations: Businesses or individuals operating for commercial gain.
· Renter / Using Organization: The individual or organization approved to use district facilities and responsible for compliance with this handbook.
· Facility Use Request: The required application submitted to request use of Blair Community Schools facilities.
· Damage Deposit: A refundable payment required prior to access to facilities to cover potential damage, cleaning, or repair costs.

[bookmark: _3frw85mobq30]3.  Administration and Responsibilities
[bookmark: _w98dhkk69c3t]Superintendent of Schools
· Holds final authority over all facility use
· May approve exceptions, waivers, or cancellations
· Ensures compliance with Board policy
[bookmark: _grx1y8urjop7]Activities Director
· Serves as the primary administrator of facility use
· Maintains the master schedule for all district facilities
· Reviews and approves facility use requests
· Coordinates custodial, technician, and support staffing
· Assesses applicable fees
· Collects contract, proof of insurance and required documentation
· Notifies the Business Manager of approved uses and changes
[bookmark: _e48yy7fqdqqh]Business Manager
· Issues invoices for approved facility use 
· Collects payments and deposits
· Confirms payment prior to facility access
[bookmark: _pu0gwmksiip2]Using Organization
· Submits facility use requests online
· Provides required insurance and documentation
· Provides Submits 501(c)(3) paperwork if applicable 
· Ensures appropriate supervision during use
· Assumes responsibility for care of district property
· Is financially responsible for damage or loss
· Complies with all rules outlined in this handbook






[bookmark: _3wnursebvpk2]4.  Application Purpose and Authority
[bookmark: _22n2jdmrqi3]Application
· All requests must be submitted using the BCS Facility Use Request Form available on the district website
· Requests must be submitted at least two (2) weeks prior to the desired use date
· All Sunday use must be approved by the Board of Education, and requests require at least six (6) weeks’ notice (or earlier for board agenda preparation and approval)
· Applications will not be accepted more than one school year in advance
· The school year is defined as June 1 through July 31
Groups holding recurring meetings may submit one annual application with a full schedule of dates.
[bookmark: _vkvud8pogc2j]Approval Requirements
· All Sunday use must be approved by the Board of Education, and requests require at least six (6) weeks’ notice (or earlier for board agenda preparation and approval)
· Final approval is contingent upon availability, priority classification, compliance with this handbook, and district operational needs
[bookmark: _gu3v4rc2bx9u]Contract and Payment
· Approved users will receive a Contract for Rental of School Facilities
· Full payment is due no later than one week prior to the first date of use
· No access will be granted without:
· Signed contract
· Proof of insurance
· Full payment
· Required maintenance deposit (submitted as a separate check)
[bookmark: _rvxuqg8i1x0]Deposits
· A maintenance deposit of $100 or 10% of the total rental cost (whichever is greater) is required
· Deposits are refundable following post-use inspection and verification of payment, less any costs incurred for damage, cleaning, or repair

[bookmark: _4hu6kwb2jze5]

[bookmark: _2vihcxu86yf2]5.  Priority of Use and Scheduling
Facility use is prioritized as follows:
Community Organizations – Organizations and activities that support or are directly connected to Blair Community Schools and public education. These uses receive first priority and are not charged rental fees. Community Organizations include:
· PTA meetings and activities
· Blair Community Schools teachers’ and educational association meetings
· Student clubs and school-sponsored activities with employee supervision
· School district–sponsored meetings and activities
· Councils of school associations
· NSAA and conference-sponsored or sanctioned activities or meetings
· Cornerstone CTE Partners
· Metropolitan Community College (Metro CC) partnership classes
· City, County, State, or Federal government meetings
· Other groups or activities as designated by the Superintendent
Nonprofit Organizations and For‑Profit Organizations are scheduled after Community Organizations and are subject to applicable rental and service fees.
BCS instructional programs and school-sponsored activities shall always take precedence over all other uses.
[bookmark: _1xqfva75n1qs]Hours of Operation
· Facilities are generally available from 7:00 a.m. to 10:00 p.m.
· Non-BCS groups may not access facilities before 4:30 p.m. on school days
· If after-school programs are in session, outside use may not begin until 6:00 p.m. unless approved
[bookmark: _pebu8t1b03bz]Closures
Facilities are not available:
· On designated holidays
· During the NSAA 5-day moratorium
· When school is closed due to weather or emergencies





[bookmark: _yod3lsz3mlba]6.  Rules of Facility Use
[bookmark: _1c921lbn34sl]Supervision
· A responsible adult (21 or older) must be present at all times
· Groups serving youth must ensure that all supervising adults have successfully completed a background check. The renter is responsible for verifying and maintaining documentation of completed background checks.
[bookmark: _vgr4f8wdf7ni]Prohibited Activities
· Alcohol, tobacco, gambling, fireworks, open flames, or unlawful activities are prohibited
· Political activities are not permitted
· Facilities may not be used for private parties or celebrations
[bookmark: _mfruayhtbzn6]Conduct and Safety
· Capacity limits may not be exceeded
· Parking is limited to designated areas
· Fire lanes, sidewalks, and grass areas may not be used for parking
[bookmark: _h36jjah4zmxw]Equipment and Decorations
· Use of district equipment must be approved and supervised by district personnel
· Equipment may not be removed from facilities
· Decorations and materials must be removed promptly after use
[bookmark: _9shnkpse5nts]Specialized Areas
· Kitchen use requires BCS food service staff
· Auditorium and theater use requires trained BCS technicians
· Gymnasium use requires appropriate footwear and prior approval for dances

[bookmark: _3vl79xxhtz]7.  Fees and Charges
Rental fees are established to recover district costs for supervision, utilities, and operations.
Fees may include:
· Rental fees by facility and group classification
· Maintenance fees
· Technician or special equipment fees
All fees are assessed and invoiced by the Business Manager. Payments must be made payable to Blair Community Schools.

[bookmark: _qgb43zr0x0b0]8.  Facilities and Rate Schedule
(Facility capacities, hourly rates, and special fees are listed in the attached Facility Rate Schedule and are incorporated by reference.)

[bookmark: _76uff6v9cnp0]9.  Insurance, Liability, and Indemnification  
All users must provide a Certificate of Insurance naming Blair Community Schools as an additional insured with minimum coverage of:
· $1,000,000 per occurrence (general liability)
· $100,000 property damage
Users agree to indemnify and hold harmless Blair Community Schools, its Board, employees, and agents from any claims or damages arising from facility use.
The Superintendent or designee may waive or adjust insurance requirements for limited-use activities when such waiver is determined to be in the best interest of the district.

[bookmark: _5noqndyvyjdc]10.  Cancellations, Refunds, Refunds. And Enforcement
[bookmark: _dbdka8cr327]User Cancellations
· Cancellations must be submitted at least 48 hours in advance
· Late cancellations may result in maintenance or recovery fees
[bookmark: _basl02v5joqd]District Cancellations
· The district may cancel approved use due to weather, emergencies, or school priorities
[bookmark: _42n22n9nbads]Enforcement
· Violations may result in immediate termination of facility use without refund
· Fees or deposits may be forfeited
· Repeated violations may result in suspension of future privileges


[bookmark: _oeu3rr2rl011]11.  Final Authority and Adoption
The Superintendent is authorized to interpret and enforce this handbook. All decisions of the Superintendent are final.
Approved by the Board of Education: ____________________
Effective Date: July 2026
Revised: March 2026

Cross References:
Policy 1101 – Community Use of School Facilities
Policy 1102 – Community Use of School Facilities Procedures

[bookmark: _lrd8deerot79]Appendix A: Facility Capacity and Rental Fee Schedule
[bookmark: _awj1dkzfhb5i]General Notes
· Rates shown are hourly and listed as Nonprofit Organizations / For‑Profit Organizations where applicable.
· Community Organization activities are not charged rental or maintenance fees.
· Maintenance, technician, and special equipment fees may apply in addition to rental fees.
· Capacity limits may not be exceeded.

[bookmark: _yldvy5lnkjv6]All Buildings
	Facility
	Capacity
	Nonprofit Rate
	For‑Profit Rate
	Notes

	Classrooms
	25
	$30
	$60
	

	Small Meeting Room
	10
	$30
	$60
	

	Large Meeting Room
	50
	$30
	$60
	



[bookmark: _h3xrfmkgpnb1]
[bookmark: _pftnqx53yh69]
[bookmark: _bh00iob3szmr]

[bookmark: _bo0ay2vyg65n]High School Facilities
	Facility
	Capacity
	 Nonprofit Rate
	For‑Profit Rate
	Notes

	Auditorium
	1,200
	$75
	$90
	Theatre technician required

	High School Gym
	1,932
	$50
	$100
	

	Auxiliary Gym
	1,050
	$40
	$80
	

	Cafeteria
	350
	$30
	$60
	

	Inside Concession Stand
	25
	$30
	$60
	BCS runs stadium concessions if able

	Multipurpose Room
	50
	$30
	$60
	

	Locker Rooms
	50
	$30
	$60
	

	Media Center
	100
	$30
	$60
	

	Computer Lab
	30
	$30
	$60
	Technician required

	Turf/Track Field
	—
	$100
	$200
	$1,500 stadium rental for Varsity FB; includes cleaning; 5:30 p.m. game-day access; BCS runs stadium concessions

	Grass Field
	100
	$50
	$100
	

	Wrestling Room
	125
	$30
	$60
	



[bookmark: _f2qqyxoaig9]OMS Facilities
	Facility
	Capacity
	Nonprofit Rate
	For‑Profit Rate
	Notes

	Main Gym
	1,671 / 1,400
	$40
	$80
	

	Commons
	400
	$30
	$60
	

	Cafeteria
	400
	$30
	$60
	

	Wrestling Room
	75
	$30
	$60
	



[bookmark: _8942hdnrjc0t]Elementary Buildings
	Facility
	Capacity
	Nonprofit Rate
	For‑Profit Rate
	Notes

	Gym
	500
	$30
	$60
	

	Commons
	450
	$30
	$60
	



[bookmark: _6dmep2wzsxhz]North Central Office
	Facility
	Capacity
	Nonprofit Rate
	For‑Profit Rate
	Notes

	Meeting Rooms
	40
	$30
	$60
	



[bookmark: _5jwmio4zqi08]Appendix B: Special, Kitchen, and Maintenance Fees
[bookmark: _lc4f9pf40e94]Special Equipment Fees (Per Day Unless Noted)
· Spotlights: $25 each
· Stage lighting (as-is): $25
· Grand piano: $50
· Standard piano: $30
· TV access: $30
· Digital projector: $40
· Sound shell: $50
· Risers: $50
· Sound system: $40
· Gym floor cover: $100
· Volleyball system: $100
· Sound/Lighting Technician: $40 per hour
· Computer Lab Technician: $40 per hour
[bookmark: _w9wtgmltza2s]Kitchen Fees
· $50 per hour (minimum one hour)
· Includes required BCS food service staff member
[bookmark: _nzka3dba991]
[bookmark: _jtxfpzelubn]Maintenance Fees
· $50 per hour per employee (minimum one hour)
· Plus materials costs when applicable
[bookmark: _4jjhguvuuytx]Inclement Weather Fees
· $130 per piece of equipment for contracted snow removal and ice sanding
· $75 per hour per piece of equipment for BCS snow removal
· Fees waived with at least four (4) hours notice prior to entry time

[bookmark: _fmn94rz5kpsa]Appendix C:  One-Page Renter Checklist.  
This checklist is provided to help ensure a smooth and successful facility use experience. All requirements must be completed before access to facilities is granted.
[bookmark: _jdxegvivui11]Before You Apply
· Review the Blair Community Schools Facilities Use Handbook
· Confirm your event complies with district rules and permitted uses
· Identify dates, times, locations, and estimated attendance
· Ensure supervising adults (if serving youth) have completed required background checks
[bookmark: _dds5fwvy28up]Application & Approval
· Submit the BCS Facility Use Request Form at least two (2) weeks in advance (six (6) weeks for Sunday events
· Receive written approval from Blair Community Schools
· Review and sign the Contract for Rental of School Facilities
[bookmark: _d5ebvf94bslq]Insurance, Payment, and Deposits
· Provide a Certificate of Insurance naming Blair Community Schools as additional insured
· Pay all required rental, and service fees
· Submit the required maintenance deposit (separate check)
· Confirm all payments are made no later than one (1) week prior to use
[bookmark: _j2jlv78uj1pq]Prior to Your Event
· Confirm access times and approved spaces
· Review supervision, safety, and conduct expectations with staff/volunteers
· Arrange approved equipment, technicians, or custodial services if required
· Plan for setup, cleanup, and timely exit
[bookmark: _ee336os2oh74]During Facility Use
· Ensure a responsible adult (21+) is present at all times
· Supervise participants and remain within approved areas only
· Follow all safety, parking, and capacity rules
· Protect district property and equipment
[bookmark: _nq7jeirq8q76]After Your Event
· Remove all materials, decorations, and personal items
· Leave spaces clean and orderly
· Report any damage or concerns immediately to district staff
Failure to follow checklist requirements may result in loss of deposit, additional charges, or suspension of future facility use privileges.
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