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Community Use of Facility
Guidelines

The School Board encourages the use of facilities and grounds. The following guidelines are

given to promote the efficient coordination of activities, proper use of space, and foster a

coordinated approach of our spaces. School facilities may be used upon official request for

such use.

Steps to using a School Facility:

1. Contact the district to obtain Facility Use Agreement guidelines

2. Provide type of event, as well as the desired date, time, and space requested

Please Note the Following Rules:

According to law; all school buildings and grounds are tobacco and alcohol free.
Weapons and firearms in any forms are not allowed on school district property except
for authorized instructional programs and/or law enforcement personnel.

Flammable substances may not be used within school buildings.

Liability:

Users of the school facilities shall agree to indemnify the school district for any damage
to school or other property by any person or persona attending the activity.

A Certificate of Liability Insurance is required by the school district listing the school as
“Additional Insured”.

Applicants agree to assume full responsibility for injury or death of activity participants,
and damages to property that may occur in the facility they are using.

If a group brings in its own equipment; the district assumes no liability in connection
with the use, loss or damage of that equipment. Any equipment must be removed from
site after rental is completed.

Authorization given for use of school facilities shall not be considered an endorsement
or approval of the activity, group or organization; nor the purpose they may represent.



Supervision:

Ali-activities must be supervised by a competent and responsible adult, with the

organization using the facilities assuming fult responsibility for any damage.

School personnel on duty {custedian or building supervisor) will supervise the operation
of facilities, but are hot required to supetvise the group or it activities.

Please confine your meetings/activities to areas reserved in advance: Forsafety
reasons, children need to stay with the group and must be supervised at all times,
Please leave areasused in an orderly condition. If additional hours are required for

clean-up, an additionai charge for personnel costs may be added to the facility use fee.

Please report damage to facilities or equipment to authorized schoo) personnel

immediately.

Organizations using kitchen facilities must have a District food service employee on duty

‘to supervise food preparation.

Outdoor activities may requiire a districts grounds staff to be in attendance:
User groups must provide their own first aid supplies.

Cancellation:

¢ ‘When District Schools are closed-due to inclement weather or building emergencies; all
facility use permits are cancelled.

Occasionally, facility use permits for a scheduled event must be cancelled in order to
accommodate unforeseen eventsor emergency changes in school functions.. If such a

conflict occurs, every effort will be made to relocate the activity.




_Loss Prevention Reference Note - __

School Facility Use and Use Agreements.

Schools are ‘frequently asked to permit the use of school property and facilities by outside
groups including local government, community organizations, social and fraternal groups, the
general public and even other schools. While this practice is gdvantageous to the school and
community, it is essential to take appropriate steps to ensure that property and facilities are
protected and that the risk of Ioss is properly managed or {ransferred.

The first step is to develop clear guidelines an what groups and activities will be.accepted. The
criteria should be based on protecting school assets and reputation and reviewed by school
attorneys to ensure that they arenot dlscnmmatory For example, the criteria should specifically
exclude dangerous activities such as fireworks or pyrotechnics, assembly w1th “festival” type
seating, flammable or combustible materials and dangerous animals; to name a few.

Each facility use should be covered by a written agreement that specifies the parties, activities,
dates, times and premlses and includes restrictions on- use and aclivities. The agreement,
should be signed prior to any facility use..

Financial protection for the school is achieved by requiring that anyone using school facilities. or
equipment have insurance. in place to- protect the school. The insurance policy should be
provided by a carrier having an A.M. Best financial rating of A- or better and should name the
school as -an additional. insured. A copy of the policy or a certificate of insurance is rnieeded to
verify coverage and limits. Additionally, risk transfers in the form of hold harmless agreements
are essential.

Access to school facilities should be iimited to those areas specified in the agreement. Physical

barriers or locked doors should be used to segregate off limit areas. A réquirement for security’

should be included for events with large numbers of attendees.

A school representative should be present at any significant event and the school custodial or

‘maintenance department should be retained forinspection and any clean up not performed by
the User(s) after the event. This will help ensure appropriate actions and document post event
conditions.

A sample facility use agreement is provided on the follawing pages. This agreement is simply
an example. This sample should not be construed as being our recommendation or
endorsement of facility use policies or agreements that are approprlate for your particutar
school. In previding this sample to you, we are not intending to provide legal .advice. You

should review and develop your school's policies and agreements with the advice of your own

legal counsel.

Ohio Casualty maintains a staff of School Safety Professionals who can work with you on

your Safety and Loss Prevention needs. For additional services please contact your

Independent Insurance Agency-or Ohio Casualty Loss Prevention by email at;
OCSchoolSafety@ohiocasualty-ins.com
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Any organization, group, or entity shall, at its sole cost, purchase and maintain in full force during the
period in which this Right of Entry is effective the following insurance coverage, with limits of liability

not less than those set forth below:

General Liability each occurrence
Personal & Advertising.Injury
Damage to Premises Rented to You
Medical Expenses

General Aggregate

Products & Completed Operations

Umibrella Liability

$1,000,000
$-1,000,_000
$ 300,000
$ 15,000
$2,000,000

$2,000,000

$1,000,000



Libcrty Mutual

Understanding the Acord Certificate of Insurance

CERTIFICATE OF LIABILITY INSURANCE
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ANY OF THE ABOYE DESCRUSE O FOUCIE 3 B CANCELLED BEFORE THE EXFRATION
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CERTIFICATE
HOLDER
Should be your
company's legal
name.

The ACORD name and logo afe registered marks of A

NOTICE OF
CANCELLATION
Must be modified
as indicated; 30
days minimum

required.

~

AUTHORIZED
REPRESENTATIVE
Must be signed by
agency personnel,
not stamped.

* For “occurrence” form coverage, date should be on cr after the termination date of contract if "claims-made
coverage," coverage must survive far a period not less than three years following termination of contract and should
provide for a retroactive date of placement prior to or coinciding with the effective date of contract.
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DATE

Actual date
certificate was
issued.

INSURERS

T AFFORDING

COVERAGE
Name of
insurarnce
companies who
provide
coverages.

LIMITS OF
INSURANCE
Should be equal
or greater 1o
limits on your
policy.

POLICY
EXPIRATION
DATE

If occurrence
form, date must
be on or after
termination of
contract.

POLICY
EFFECTIVE
DATE

Must be prior 1o
or coincidental
with effective
date of contract.

DESCRIPTION OF
OPERATIONS
Identifies
operations,
locations and
special provisions
for this certificate.

October 2009



Certificates of Insurance

What is a certificate of insurance?
A Certificate of Insurance is document that indicates the existence of ifsurance coverages for a Company,

Business’ supplying goods or services to customers use certificates of insurance to assure their customers that they
have insurance-coverage to cover injuries that may occurta their employees, members of the public, or property
damage due to the work they are perfofming.

When would I need to get a certificate of insurance?

You should require a certificate of insurance any time your cocmpany is invaolved with & contractor, service provider,
‘oris involved in leasing/renting property to others. By verifying a business has their own insurance you are
timiting your company from being financially responsible far the actions of these businesses that cause physical
-damage to property orinjury to empioyees orthe public,

How can certificates save me money?

Insurance rates are determined by past losses and risk. When work is performed on your behalf-by an uninsured
business you {and sornetlmes your insurance company) may assume the risk and are responsible for the iosses the
uninsured business. may ‘have. .As such, your insurance company may. charge additional premium for these
additional risks they assumed on your behalf,

Examples:

* You hire an uninsured plumber to remadel a bathroom and hé uses a torch to solder a pipe. Unfertunately
he burns down thie building and the adjoining building. Since he is uninsured, your property insurance policy
may cover the losses to your building and your liability policy would respond to-a:claim for damage to the
-adjoining bmldmg

« An uninsured rocfing contractor is. working on your behalf-at a jobsite, on a bundmg yOUu own, or o your
premises. The uninsured contractor’s employee falls off the roof and is severelyinjured. Since the roofing
contractor is uninsured, your company may be responsibie for this employees Workers-Comp loss and
possibiy be invoived in a law. suit for failure to provide a safe work site.

* You lease a tenant space to-a retail store. A customer falis on the premises from a drink that was spitled on
the floor. If your tenant does nat have insurance you may be responsible for the customer’s doctor bills,
loss of i income, and other court awarded damages.

Note, even in the event no loss(es) occurred, in the above situations, your insurance company is entitled to.charge
you additional premium for these uninsured operations since they provided coverage for these situations.

What should I do when I receive a certificate of insurance?

You should review all certificates provided to you for accuracy and for conformance to your specified insurance:
requirements. Refer to the infermation on the reverse of this.document to verify the certificate is accurate and
complete.

How 5hould I manage the certificates that'I receive?

Certificates of Insurance indicate policy effective datés. You should establish 8 proceture to require 2. new
certificate 30 days prior to the indicated expiration date. No work by a contractor or service provider shouid. be
allowed without a-current certificate of insurance being on file. Requiring certificates of insurance should beé a part
of contracts your-Cempany enters into.

Certificates should be retained a minimum of seven years ar ta meet. your State’s statutes of limitations. Retention
of these certificates prowdes mermatlon .should a future loss occur, Alsg your insurance company auditor wiil
review these certificates and not.charge: additional premium far services provided by an insured business or service
provider,

The iilusizations, instructions atid principles ‘contdined {ni. the material are. _general in scope:and, to the best of our l\nuwlcdge current at the time-of pubhcatmn No atempt has been
raade to interpret any teference codes, standards o1 regulations. Please refer 10.the appropriate code-; standard-, or regulationimaking: authority for mlsrprctauon or clarificanon,
Provided that you: always reproduce our.copyright. notice-and any other notice of rights, disclaimers, and limitations, and provided that ria copy in whole or part is transferred :;old-

lent, orleased 1o-any third party, you may make and distritue copies of this publigation far your imemal use:
el




