ONTEORA CENTRAL SCHOOL DISTRICT
REOUEST FOR PERMISSION FOR USE OF BUILDING

DATE OF REQUEST

SCHOOL FACILITIES TO BE USED
DATE(S) OF USE HOURS From To
ACTIVITY

DOORS FOR ENTRY Front () Back ()

ESTIMATED SIZE OF GROUP

WILL FOOD BE SERVED? Yes () No ()

WILL THERE BE AN ADMISSION CHARGE? Yes () No ()

WILL CAFETERIA SERVICES BE REQUIRED? Yes () No () Number of Hours __
WILL CUSTODIAL SERVICES BE REQUIRED? Yes () No () Number of Hours __

CERTIFICATE OF INSURANCE: Attached () Waived ()
(A valid Certificate of Insurance must be on file.)

ORGANIZATION USING BUILDING

CONTACT INFORMATION OF PERSON RESPONSIBLE:

Name: Telephone:

COMMENTS | SPECIAL NEEDS (Equipment, Set-Up. etc.)

NOTE: THIS IS NOT VALID UNTIL A PERMIT IS ISSUED BY THE CENTRAL OFFICE

PLEASE READ FOLLOWING PAGES AND SIGN THE LAST PAGE.
Return this page and the last page to the building you wish to use.



REGULATIONS ON USE OF FACILITIES

1. The Principal is the guardian of the building and all property, and as such, is in authority to see that all
rules and regulations are carried out. Organizations using the building must abide by his/her decisions
and those to whom the principal may delegate authority.

2. The organization granted permission to use the building is responsible for any damages incurred
during occupation of the same.

3. The serving and the consuming of refreshments in the buildings must be confined to
the cafeteria.

4. The organization shall confine its activities to the area of the building granted to them
for use.

5. All property shall be left exactly as found. All furniture and equipment should be returned and, if dishes
and kitchenware are used, they should be cleaned and returned.

6. If food is to be ordered through the School Lunch Manager or Building Cook, five days advance notice
will be required.

7. All decorations must be flameproof and they must be removed after the affair is over.

8. At meetings where the general public is invited, the organization should confer with the principal about
the advisability of police and fire protection.

9. Gambling in any form is prohibited.
10. The premises shall be used for the purpose stated in the application, and for no other purpose.

11. All organizations shall be required to file a Certificate of Insurance annually with the central office.
Actual use of facilities will not be approved prior to receipt of the Certificate of Insurance. For school
connected organizations the certificate shall be waived.

12. Smoking is prohibited in all buildings and grounds.

13. Fees for Use of Facilities:

a. The Board shall annually establish the amount to be paid for custodial and/or cafeteria personnel
services.

b. The Board shall annually develop fee structures for use of school facilities.

14. The Board reserves the right to reject any and/or all applications for use of facilities as deemed to be
in the best interest of the school district.

15. Request for use of playing fields and grounds must be coordinated through the Athletic Director and
the School Business Administrator.

16. Alcoholic beverages are strictly prohibited from school facilities and grounds.

17. The organization agrees to indemnify and save harmless the Board of Education and/or Onteora
Central School District, and/or any of its employees, from any and all claims that may arise through
negligence or otherwise, or that may be made for damage, loss, injury or death resulting to the property of
the Onteora Central School District, its employees or their property, or to other persons or property
resulting from such use, directly or indirectly. The school does not insure, protect, or safeguard the
organization against any claims, which may arise, from any accident or injury to any person or persons
through the use of the school facilities by the organization.



18.0rganizations are required to provide a Certificate of Insurance, (sample attached) with the following;
General Liability-$1,000,000 per occurrence/$2,000,000 Aggregate, Bodily Injury and Property Damage,
$300,000 Damage to Rented premises, 10,000 Medical Payments; Auto Liability (if applicable)
$1,000,000 Combined Single Limit Bodily Injury and Property Damage; Worker's Compensation and
Employer’s Liability (if applicable) - E.L. Each accident $500,000, E.L. Disease- Each employee, E.L.
Disease- Policy Limit.

The description of operations/locations/vehicles section must include the following language:

Onteora Central School District (Certificate Holder) is named as an Additional Insured with regards to
Commercial General Liability coverage for events and programs on school property on a Primary and
Non-Contributory basis with a Waiver of Subrogation.

19. Organizations using buildings and facilities must be supervised by an adequate number of adult
sponsors to assure adequate care and use of school property.

20. All participants in physical education or athletic activities must wear approved shoes and protective
equipment as needed.

21. Moving and adjusting of scenery, securing lighting effects, operating public address systems and
similar equipment must be accomplished under the direction of an employee of the Board of Education.

22. Use of school buildings by non-school connected organizations for events at which admission is
charged shall be restricted to educational and charitable organizations recognized as such by the Internal
Revenue Service. An IRS exemption letter shall be presented before such permission is granted.

23. Buildings are not available on Sundays, holidays, days preceding holidays, or days on which school is
not in session except by special permission of the Superintendent of Schools.

24. Organizations are required to stay in the section of the building they have been granted, except for
use of toilet facilities. The time limit for the use of buildings by organizations shall be from 7:00 to 11:00
p.m. weekdays and 9:00 a.m. to 11:00 p.m. Saturdays.

25. The sale of food, candy, drinks, or other refreshments shall be previously approved in writing by the
Superintendent of Schools.

26. Admission to the building for the purpose of practicing, decorating, or rearrangement of furniture will
not be granted during school hours or during school activities. In general, decorating will not be permitted
except as authorized specifically by the Superintendent of Schools and/or Building Principal.

27. Pianos shall be moved from stage or vice versa, only when written permission is given by the
Superintendent of Schools. If such permission is given, this work shall be done only by those engaged in
the business of piano moving and at a cost to the organization renting the school facility. Whenever a
piano is felt to need tuning, approval must be granted by the Superintendent of Schools. The charges for
this tuning are to be assumed by the organization in addition to the regular rental fee.

28. Raffles or drawings for chances are strictly prohibited.

29. School equipment will not be loaned or rented and are not to be used outside of the school building.
When used within the school building, only a responsible person designated by the Superintendent or
Principal will be allowed to handle such equipment.

30. Horses, dogs, snowmobiles, mini-bikes, go-carts, etc., are not permitted on school property

31. Use of Facilities by School Groups (Class I): School facilities may be used without a rental charge

and without a charge for custodial services by any regularly sponsored school activity. This includes:
P.T.A. meetings and P.T.A. sponsored groups, organizations and activities when custodians are regularly



on duty. (Regularly sponsored recreational programs under the supervision of the Town may be held
without charge when custodians are regularly on duty.)

Non-profit (Educational Type) Organizations (Class Il): School facilities may be used by the following
and similar organizations without a rental charge or charge for custodial services when custodians are
regularly on duty, unless the activity warrants additional custodial services: 1) Boy Scouts 2) Girl Scouts
3) Red Cross 4) Junior Red Cross and 5) Town Recreation Commission Civic, Cultural and Service
Groups: School facilities may be used by civic groups; service clubs; music, dramatic and literary
organizations or other non-denominational and non exclusive groups, organizations or activities as
provided by regulations established by the Board of Education. The organization will be assessed a
charge for the necessary custodial services.

Organizations Outside the Onteora Central School District: In general, school buildings are reserved
for use by organizations within the boundaries of the Onteora Central School District. The Superintendent
may, under certain circumstances, approve the use of school facilities by organizations or groups not
indigenous to the school district.

Political Organizations: Under no circumstances may school facilities be used by political organizations.
This matter was resolved by public REFERENDUM IN 1964. The spirit of this resolution would also apply
to non-political organizations requesting the use of school facilities for a political purpose.

Other Groups: Other groups may be permitted use of school facilities at a rental fee established by the
Board of Education, in addition to normal custodial fees. The Board of Education reserves the right to
waive fees or any regulation when the proceeds of activities sponsored by organization in this
classification are used exclusively for the benefit of the school or for charitable purposes.

32. Application and Granting of Approval: Application for use of the facilities should be made at least two
(2) weeks prior to the date of the scheduled use. Four (4) copies of the application blank will be filled out
and returned to the Superintendent's office. One (1) copy goes to the organization after approval;

one (1) copy to the Principal of the building; one (1) copy to the custodian on duty; and one (1) for the file
in the Superintendent's office. The application must list specific hours desired. The doors will not be
opened prior to the time specified in the application. Organizations planning to use the buildings on a
regular schedule need file this form only once, but must indicate all dates of intended use. Applications
may be obtained at any school or in the office of the School Business Administrator.

33. Fees: When a fee is charged for the use of school facilities it shall be paid at the time

of application. In the event that the performance is cancelled, this fee will be returned, provided notice is
given in sufficient time so that the Board of Education does not suffer loss of income through the rejection
of the request of another organization for the use of the same facilities on the same night. The following
fee structure will prevail for the use of school facilities:

Regular classrooms: $ 20.00 per use; All purpose rooms - elementary schools: $ 75.00 per use;
Auditorium — HS: $350.00 per use; Cafeteria — HS $250.00 per use; Gymnasium — HS: $250.00 per use
If such loss of revenue does occur, the Board of Education shall assess the organization a fee of $25.00
and return the balance of the rental charge. Education Law does not approve gratuities to Board
employees and no additional charges shall be made by any school employee without Board of Education
authorization. Small group meetings without a special custodian on duty are permissible in those
schools where an evening shift custodian is on duty.

34. Tennis Court Facilities: Tennis courts are to be reserved for student use from 7:00 a.m. to 5:00 p.m.
every school day. Tennis courts will be available for community use from 5:00 p.m. to dark every
weekday and all day on Saturday, Sunday and Holidays. Residents of the community are to be restricted
to use of the courts for one hour at a time only. No school children are to be allowed on the courts after
5:00 p.m. if adults wish to use the courts. Organized school activities shall have priority over all other use
of the tennis courts. Regular tennis shoes shall be used on the courts at all times.



PROCEDURE

1. Organization submits Request For Permission For Use Of Building form along with signed statement to
appropriate Principal.

2. If approved, Principal signs statement and sends request along with signed and completed multi-copy
permit to School Business Administrator

3. School Business Administrator approves or rejects request for Use of Facilities and returns copy to
appropriate Principal.

4. Principal notifies organization of decision.



PLEASE SIGN AND RETURN THIS PAGE WITH YOUR REQUEST FOR PERMISSION FOR USE OF
BUILDING FORM (first page) TO THE BUILDING YOU WISH TO USE

| have read the attached Board of Education Policy and Regulation with regard to Use of School Facilities
and understand my responsibilities when using a school district facility.

Signature Date

Print Name

Building Principal Signature Date
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CERTIFICATE OF LIABILITY INSURANCE

DATE (MM/DD/YYYY)
08/14/2018

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

THIS CERTIFICATE 1S ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

IMFORTANT: If the certificate holder is an ADDITIONAL INSURED, the policyties) must have ADDITIONAL INSURED provisions or be endorsed.
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 andorsemant(s).

TENTACT
PRODUCER i
SAMPLE CERTIFICATE PHONE ( FAX
AIC, No, Ext): (AIC. Noj:
AIC, Mo, Ext
ADDRESS:
INSURER(S) AFFORDING COVERAGE NAIC #
INSURER A ;
INSURED INSURER B
INSURER C :
INSURERD ;
INSURER E :
INSURER F :
COVERAGES CERTIFICATE NUMBER: SAMPLE CERT ONLY REVISION NUMBER:
THIS IS TO CERTIFY THAT 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. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,
KODLSUER CYEFF ]
b TYPE OF INSURANCE g POLICY NUMBER (MDD YY) | (DO YY) LiiTs
>¢| COMMERCIAL GENERAL LIABILITY EACH OCCURRENGE s 1,000,000
ﬂﬁﬂﬁ.bi-. TORENTEDY
| cLams-mace I X’ OCCUR PREWMISES (Fa occunancs | 8 900,000
MED EXP (Any ara parson) 5 5,000
. Y PERSOMAL & ADV IsuRy | 5 1,000,000
GENL AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE s 2,000,000
| X| roucy e I:] Loc PRODUCTS - COMPIOR AGG | 5 2,000,000
OTHER! $
G INED SINGLE LIMIT
AUTOMOBILE LIABILITY il _dtmﬁnﬁ s 1,000,000
>¢| Any auto BODILY INJURY (Per person) | §
| OWNED SCHEDULED y
AUTOS ONLY AUTOS BODILY INJURY (Per accident) | §
><| HIRED NON-OWNED PROPERTY DAWAGE s
AUTOS ONLY AUTOS ONLY {Per accent]
8
| umereLLA LB SeeuR EACH OHCURRENCE $
EXCESSICIAB CLAIMS-MADE AGGREGATE $
cep || revention s =
VIOHKERS COMPENSATION > PR oI
AND EMPLOYERS' LIABILITY VI X|sianre | [
ANY PROPRIE TORIPARTNER/ERECUTIVE E L EACH ACCIDENT s 500,000
OFFICERIMEMBER EXCLUDED? D NIA 5
{Mandatary in NH) £ DISEASE - EAEMPLOYEE [ 5 500,000
It you_describe under 500,000
DESCRIPTION OF OPERATIONS below £ L DISEASE - Poucy umim [ s SO0,

Waiver of Subrogation

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)
Certificate holder is named as an Additional Insured with regards to Commercial General Liability coverage on a Primary and Non-Contributory basis with a

CERTIFICATE HOLDER

CANCELLATION

Onteora Ceniral School District

P.O Box 300

Boiceville NY 12412

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

NP

ACORD 25 (2016/03)
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