
Shelter Island Union Free School District 
Facility Use Request 

Date of Event:  ________________ Day of Week: M   T   W   TH   F   SA 
 

Time of Event: 
 
Start: 

 
________________ 

 
End: 

 
___________________ 

 
  Times of Use:    

(Include Set Up/Breakdown) 

 
From: 

 
________________ 

 
To: 

 
___________________ 

     

SECTION I     
     

SECTION II  

Name of Organization: _______________________________________________________ 
 

Contact Name: 
 
_______________________________________________________ 

 
Phone: 

 
_______________________________________________________ 

  

 
Email: 

 
_______________________________________________________ 

  

SECTION III  

Event Title: _______________________________________________________ 
 

Brief Description: 
 
_______________________________________________________ 

  

 _______________________________________________________ 
 _______________________________________________________ 
 _______________________________________________________ 

  

SECTION IV   

Specify Area:   

Gymnasium  � Cafeteria  � Athletic Field  � 
Library  � Main Lobby  � Auditorium  � 
  

Classroom  �Specify _______________ 
   

SECTION V   

Equipment Needed:   

Chairs  � Tables  � Microphones � (4 Max) 

Screen  � Slide Projector  � Cordless Microphone  � 

Podium � Overhead �  

   

Light Board Key  � VCR/TV � Other  �Specify ___________________ 



Shelter Island Union Free School District 
Facility Use Request 

(Continued) 

SECTION VI  
Auditorium Specifics:  

 Additional Dates Needed for Rehearsal/
Set Construction 

 Additional Hours Needed For Rehearsal/
Set Construction? 

 Will Stage Area Behind  
Curtain Be Needed? 

  

 
 
 
From: _______     To:  _______  

 
From: _______     To:  _______  

 
Yes: ____     No:  ____  
 

SECTION VII  
Insurance Info: PLEASE SEE PAGE 3 FOR SPECIFIC INSURANCE REQUIREMENTS 

 
Company: 

 
_______________________________________________________ 

 
Coverage: 

 
_______________________________________________________ 

  

 
Coverage Dates: 

 
From: ______________     To:  ______________  

 
Company Policy #: 

 
_______________________________________________________ 

AT NO TIME ARE FOOD OR DRINKS TO BE TAKEN INTO THE AUDITORIUM 
 

Agreement 
I, the undersigned is over 21 years of age and have read this form and attached regulations, and agree to comply with them.  I agree 
to be responsible to the District for the use and care of the facilities.  I, on behalf of the above mentioned organization, do hereby 
covenant and agree to defend, indemnify and hold harmless the Shelter Island Union Free School District from and against any and all 
liability, loss, damages, claims, or actions (including costs and attorney fees) for bodily injury and/or property damage, to the extent 
permissible by law, arising out of or in any way connected with the actual or proposed use of the District’s property, facilities and/or 
services, including but not limited to bodily injury to any employee, invitee, guest, contractor or subcontractor of the above mentioned 
organization. 
 
I, the undersigned understand and agree that use of the Shelter Island Union Free School District property and facilities includes, but 
is not limited to, all areas identified in the application and/or permit, and sidewalks, walkways, parking lots, entrances, stairs, and all 
other areas incidental to and/or connected with use of the premises (hereinafter referred to as “incidental areas”) and agree that in-
demnity and insurance obligations extend to the areas identified in the application and/or permit and any and all incidental areas. 
 
 
 
________________________________________________________                           _________________ 
               Signature of Organization’s Representative                                                     Today’s Date 

If an admission fee is to be charged, please state specifically the use of the proceeds. 
 

__________________________________________________________________________________________ 
 

 
__________________________________________________________________________________________ 

 

 
__________________________________________________________________________________________ 

FOR OFFICE USE ONLY 
 

Approved  _________                    Disapproved  _________                    Modified  _________ 
 
 

 
Superintendent’s Signature:  ________________________________________________ 
 



Facility Use Requirements 
 
- The use of all District facilities shall be subject to the approval and rules of the Board of Education administered by the        
 Superintendent or other board designee. 
 
- Organizations wishing to use district facilities shall first apply to the Superintendent on the prescribed form.  The                 
 Superintendent or is/her designee has final authority on approval. 
 
- In the event of inclement weather, the Superintendent or his/her designee has the final authority on whether facilities are    
 usable. 
 
- Intoxicants shall not be brought onto/into District facilities at any time. 
 
- All posted rules must be adhered to. 
 
- Profanity, objectionable language, disorderly acts or illegal activities of any kind are absolutely prohibited, and those violating 
 this prohibition will be ejected from the premises. 
 
- Any damage to District facilities shall be promptly repaired at the user’s expense.  No Exceptions.  If maintenance personnel 
 are not available, make sure all doors are locked and lights are turned out when leaving. 
 
- Organizations using the facilities must clean up afterwards. 
 
- Permits may be revoked at any time. 
 
- Any organization with youth under 18 years of age requires the presence of adequate adult supervision at all times. 
 
- A telephone is located in the school lobby.  The emergency telephone number for police and fire department is 8-911. 
 
- Smoking or other use of tobacco products is not allowed on District property. 
 
- Facilities are not available if in conflict with school use.  No unauthorized vehicles are allowed on school property.  No field or 
 building alterations (lining of fields or gymnasiums, erecting permanent goal posts or structures, etc.) are allowed without prior 
 approval. 
 
- The District does not discriminate on the basis of race, color, national origin, physical impairment or sex in its educational  
 programs or employment services. 
 
- All users must provide the following insurance prior to using facilities.  FAILURE TO DO SO PRIOR TO USE WILL RESULT IN 
 REVOCATION OF YOUR PERMIT. 
 

The user hereby agrees to effectuate the naming of the district as an unrestricted additional insured 
on the user’s policy.  The Shelter Island Union Free School District should be listed as an additional 
insured by using an endorsement providing additional insured coverage for accidents and claims 
arising out of their use of facilities such as ISO endorsement CG 20 206 or equivalent.  The decision 
to accept an alternative endorsement rests   solely with the District.  A completed copy of the       
endorsement must be attached to the certificate of insurance.  

 

 The policy naming the District as an additional insured shall: 
Be an insurance policy from an A.M. Best rated “secured” NY State licensed insurer; contain a 30-day notice 

of cancellation; 
 

State that the organization’s coverage shall be primary coverage for the District, its Board, employees, and 
  volunteers. 

 

 The user agrees to indemnify the District for any applicable deductibles. 
 

Required insurance is Commercial General Liability Insurance $1,000,000 per occurrence/$2,000,000 aggregate. 
 

User acknowledges that failure to obtain such insurance on behalf of the District constitutes a material breach of 
contract and subjects it to liability for damages, indemnification and all other legal remedies available to the  

 District.  The user is to provide the District with a certificate of insurance, evidencing the above requirements 
have been met, and an additional insured endorsement.  The failure of the District to object to the contents of 
the certificate or the absence of same shall not be deemed a waiver of any and all rights held by the District. 

 
- Prior to the start of the event, an announcement should be made to your group regarding emergency evacuation procedures.  
 For example, pointing out posted procedures, directions for exiting, how to respond to a fire alarm, etc. 


