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FORT EDWARD UNION FREE SCHOOL DISTRICT
FACILITY USE REQUEST FORM

Instructions:

1) Review the attached District policies and regulations regarding community use of school facilities.

2) Completely fill out this form.

3) Submit the completed form to the main office at least two weeks before the date of the activity.

4) After receiving confirmation that the activity may take place as scheduled, and prior to using the
facility, submit payment of any relevant fee and/or proof of liability insurance certificate in the
amount of $1,000,000 each occurrence and $1,000,000 holidays aggregate for bodily injury and
property damage, naming the school district and Board of Education as insured parties.

Note: If it is necessary to cancel activity, please notify the school as soon as possible.

Person Making Request:

Description of Activity:

Name of Sponsoring Organization:

Address:
Activity Supervisor: Title:
Address: Phone:

E-Mail Address:

Name of Building/Facility Requested:

DAuditorium 0OBig Gym 0OSmall Gym OCafeteria OAthletic Fields 0 Classroom(s):

O Other

.Dates: From To Days of the Week: M TU W TH F SA SU
Hours: From To Estimated No. of Participants:

Do Main Entrance Doors Need to be Unlocked? Yes No

Hours to be Unlocked: From To

Special Equipment Requested:
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Community Relations

SUBJECT: USE OF SCHOOL FACILITIES

Consistent with Board policy and applicable law, the District encourages the greatest possible use

of school facilities. Any use must comply with the following:

1)

2)

3)

4)

5)

6)

7)

8)

Requests for use of school facilities must be submitted to the main office at least two weeks prior
to the anticipated activity. Authorization to use school facilities will be granted on a first-come,
first-served basis.

A custodian will be on duty at all times when facilities inside a school building are in use. This
supervision will be provided at no cost during regular working hours. When overtime services are
required, an additional fee will be assessed to reimburse the District for this service.

The District may not aid or perpetuate discrimination on the basis of any legally protected class or
category including, but not limited to, race, creed, color, national origin, religion, political
affiliation, sex, sexual orientation, gender identity or expression, age, marital status, military
status, veteran status, disability, or use of a service animal. Community groups and organizations
should review their use of school facilities request for conformity. The District reserves the right
to require evidence of compliance with civil rights law. However, in accordance with law, the
District will not discriminate in its community use of school facilities against any group officially
affiliated with the Boy Scouts of America or any other youth group listed in Title 36 of the United
States Code, nor will the District deny such access or opportunity for reasons based on the
membership or leadership criteria or oath of allegiance to God and country. However, the use must
be in accordance with the District's community use of school facilities guidelines.

All activities conducted on school property must conform to federal and New York State laws,
municipal ordinances, and District policies and regulations.

Organizations authorized to use school facilities assume responsibility for the conduct of both
participants and spectators. Each group must designate a responsible adult representative who will
be present at all times. Arrangements for supervision of anticipated crowds must receive prior
approval of the Board or its designee.

School facilities must be left in the same condition as they are found. Desks, displays, etc. should
not be disturbed. All electrical equipment or movable properties owned by the District will at all
times remain under the control of the District.

The District will assume no responsibility for equipment or property belonging to a community
group or organization. This property may not be stored on school property, unless specifically
approved by the Board or its designee.

Community groups will be liable for any damage to school property resulting from activities they
sponsor. A check of the school facility will be made before and after each activity by the person
in charge and the custodian assigned.

(Continued)











