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CONTRACT 
 
I,  , as the authorized representative of , 

(print name) (group/organization) 
acknowledge the information provided above is a complete and accurate description of the activity that will take place in the district 
facilities as requested above. I agree to pay rental charges as outlined in the district’s schedule of fees. I agree to provide full 
supervision of all participants in the event and limit their access to the dates, times and locations requested above. I acknowledge that I 
have read and understand the conditions of use as noted on pages two and three of this application and agree to abide by all 
provisions. 

Billing Address:   Phone Number:  

EASTERN LEBANON COUNTY SCHOOL DISTRICT 
APPLICATION FOR USE OF SCHOOL FACILITIES 

Complete this application and return it to the Buildings & Grounds Administrative Assistant at least 10 days prior to the scheduled 
event. If the request falls outside Board Policy #707 and board action is required, the request must be submitted no less than ONE 
MONTH IN ADVANCE to the Buildings & Grounds Administrative Assistant. Approval is not automatic! 

 
 
Person requesting facility:  Email: Date:   

Date(s) of Event:  Time Building to be open:   Event start:   (attach add’l sheet if needed) 

 
Estimated Attendance:  Time Building to be closed:   Event end:   

Specific activity or purpose of rental:  Sponsored By:  

School Sponsored Event (see fee schedule for explanation)? Circle one: YES or NO 
Custodial Coverage is $25 per hour on weekends, please initial that you understand this fee.   
 
Building Requested: Room(s) Required: Equip/Svcs Needed: 

High School   Auditorium/Forum   Tables/Chairs: Number   Location   
 Middle School 

Intermediate School 
Fort Zeller Elementary 
Jackson Elementary 

  Board Rm./Collab Sp. 
  Cafeteria Dining Hall 
  Gymnasium 
  Auxiliary Gym (HS) 

  Network Access 
  Piano 
  LCD Projector 
  Stage Lighting 

 
 
 

 
Outdoor Facility: 

Parking Lot (only) 

  Computer Lab 
  Lobby 
  Hallway 

  Sound System 
  Microphone(s): Number   
  Extension Cords 

 Stadium  
Track (only) 
Concession Stand 
Baseball Field 
Hockey Field 
Soccer Field 
Softball Field 
Tennis Courts 

  Library 
  Dressing Rooms 
  Band Room 
  Choral Room 
  Lavatories 
  Kitchen 
  Classroom No.   

  Ladder 
  Trash cans 
  Athletic Fields Lined (add’l fees may apply) 
  Kitchen Equip. (kitchen fees may apply) 
  Other   

 
 
 
 
 
 

 
NOTE: Facilities or equipment not requested in advance will not be available at time of event. 
Please check all that apply: 

£ Admission is to be charged £ Collection will be taken £ Profit is to be made £ None 
Who is the organization benefiting from any profits?   
NOTE: If this is a fundraiser for an auxiliary organization, you must submit a request for approval of the fundraiser to the building 
administration. 

Do you plan on holding a raffle or game of chance? Circle one: YES or NO 
*Superintendent approval   Date:  
***Raffles & games of chance will require your organization to obtain a small games of chance license at your expense*** 

 
 
 
 
 
 
 
 
 
 

Signed:         
(Authorized Representative) (Title) 

 
 

(Date) 
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GUIDELINES from Policy 707 
 

1. No school facilities and grounds will be approved for rental on Saturdays before 8am and Sundays before 1 PM, 
except by approval of the Superintendent. 

 
2. Eastern Lebanon County School District is a smoke free, tobacco free, alcohol free, and weapon free 

environment. Use or possession of any of these items is not permitted anywhere on school grounds. 
 

3. The buildings will not be available in the event school is closed due to holidays, in-service, snow days or other 
emergencies. During the summer months, facilities are not available Friday, Saturday or Sunday. There is also 
limited summer hours Monday-Thursday. Gymnasiums are closed from July 1st through the end of the second 
week of August. Please email Kim Goodwin for specifics (kgoodwin@elcosd.org). 

 
4. Each organization agrees to assume all responsibility for damage claims or liability of any kind arising out of or 

by reason of its use of the school facilities, and further agrees to save and hold the school district harmless from 
any claims, liabilities, expense or cost in connection with the use of school facilities. The district requires 
organizations to have liability insurance within minimum limits of $1,000,000 for bodily injury and $1,000,000 for 
property damage, and to furnish the School District with a Certificate of Insurance with the completed 
application. 

 
5. The requesting organization or individual, agrees (a) to pay for and assume all and full liability for any loss or 

damages to the persons or property or claims therefore resulting to or arising from the use of the school district 
property or facilities by such organization or individual as well as those granted access to the facility, whether from 
an occurrence at the property or facility itself during such use, before or after such use, going to and from such 
use, in or about available parking areas, or otherwise; (b) to reimburse and/or hold harmless the school district, its 
board of directors, and the members, agents and employees thereof from any such loss, damage or claim, 
including, but not limited to, its or their attorneys’ fees; and (c) to pay any attorneys’ fees and costs paid or 
incurred by the school district to enforce any obligations imposed under this paragraph or otherwise herein. 

 
6. The school district is not responsible for the property of the requesting organization/person or of any property 

brought on school premises or in school facilities in connection with the use of school property or facilities by the 
requesting organization/person. All protective services desired by the requesting organization/person must be 
arranged by the requesting organization/person subject to the approval of the school district. The requesting 
organization/person shall be liable for the acts or omissions of any protective services engaged. The school 
district is not liable for the acts or omissions of any protective services engaged. 

 
7. Access will be granted only to the room or area requested on the application. Staff members are not authorized 

to permit access to other areas or to provide equipment not approved as part of this application. 
 

8. Each organization shall be responsible for the conduct of persons attending its activities. 
 

9. The use of school facilities shall not interfere or conflict with regular school programs or activities. 
 

10. Food and drink is not allowed in auditoriums, forum, or gymnasiums in any district building. 
 

11. All equipment and devices owned by the school shall be operated by persons designated by school authorities. 
The sponsoring organization will be responsible for paying for these services and be responsible for any damage 
in use of such equipment. 

 
12. There shall be no installation of equipment or alterations to existing facilities unless identified on the application 

and approved. 
 

13. Any and all decorations to be used must be fireproof or fire retardant rated and subject to the approval of school 
officials. Only painter’s tape may be used. No open flame decoration nor fireworks of any kind shall be used 
anywhere in the building. 



YOU WILL BE BILLED WITHIN 30 DAYS BASED ON THE DATES REQUESTED 
It is your responsibility to contact the Assistant Business Manager, Megan Hanichak (mhanichak@elcosd.org), as the conclusion of your use if your use changed 
in any way. 

Revised by MEH: 7/2024 

 

14. The District requires custodial staff to be in attendance at the expense of the organization using the facilities, if 
applicable. Sound and/or lighting operators are also at the expense of the organization making the request. 

 
15. The use of school facilities is limited to groups organized for lawful purposes. Facilities shall not be used for any 

of the following purposes: 
 

a. Purposes which in any way conflict with the aims and objectives of the School District. 
b. Affairs for a particular political party or candidate. 
c. An organization that discriminates on the basis of race, color, creed, national origin, gender, age or 

handicap as defined by law. 
 

16. Doors shall not be propped open! Propping doors or forcing them to stay open may result in denial of future use 
of the facilities. 

 
 

REPORTING OF INCIDENTS 
 

The following types of incidents shall be reported to the building principal (or custodian if on duty) immediately if possible or no later 
than the first workday after the event: 

 
• Any and all accidents or injuries 
• Any fires or smoke conditions 
• Any discharge (intentional or accidental) of fire extinguishers 
• Any use of first aid supplies or equipment, including AEDs located in the building 
• Any suspicious or unauthorized persons not associated with the event being held 

 
 

 
END OF EVENT 

 
It is the event coordinator’s responsibility to turn out all lights and close all doors in the event area at the conclusion of the event. If 
there is a custodian on duty, please advise them your event is over so they may properly secure the building. 


