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Introduction

A. Governing Board Policy: The use of District facilities is permitted under Arizona

Statute (see Section VI) and Governing Board Policy, including Policy KF,
Community Use of School Facilities, subject to specific rules and conditions.

This handbook represents the requirements of both Arizona law and the Governing
Board of the Scottsdale Unified School district (SUSD) for the use of District
property by groups, organizations, or persons for permitted purposes.

No school facility shall be used by any group or individual not in compliance with
the requirements of all applicable federal or state statutes, regulations, and rules
prohibiting discrimination on the basis of race, religion, color, sex, national origin,
disabilities, age, or other classification.

When, in the opinion of the Chief Financial Officer (CFO), the benefit from the
requested use of school facilities to the community or the District is questioned, the
CFO will review the activity with the Superintendent.

B. General Requirements: All requests for facility use must be entered in FMX.
SUSD employees must submit a Facility Use request to their designated site’s

Administrative Assistant. District programs (student club, athletic team or club,
content area event) do not need to provide a certificate of liability insurance as the
District insurance provides coverage. All other groups shall provide a certificate of
liability insurance that meets the District’s minimum standard, and fees will be
assessed based on classification.

District and community users alike will first submit their facility use request to the
District for review. Once the activity and supporting documentation is reviewed
and approved, the online request will be routed to the campuses for approval by the
administrative support staff and the principal. If approved at the site level, the
request will return to the District level to be reviewed a final time before submitting
to the CFO for activation of the Facility Use Request. Any District level approver
can decline the request and will communicate the rationale to the requester. For the
Facility Use Agreement rental of school buses, the Director of Transportation shall
be responsible for these requirements.

The Governing Board has designated the CFO as the District agent to sign Facility
Use Agreements to ensure their compliance with Arizona law and the terms of this
Facility Use Policy Manual. A facility user may not use facilities unless the CFO
on behalf of the District has activated the Facility Use Agreement.




Please review the following Sections of this handbook for procedures, fees and the
terms and conditions for the use of facilities and equipment. If you have any
questions, please contact Facility Rentals at (480) 484-8569 or (480) 484-8516.

FILMING ON A CAMPUS:

A film agreement must be completed and submitted for review before a rental
Facility Use Agreement can be approved for the use of District facilities. The film
agreement can be found on the District website.

EQUIPMENT:
The District does not loan or rent out equipment to be taken off campus.

Equipment set-up/tear down for rentals will include one hour pre- and post- event
by site personnel. The site must inspect the equipment post event within 24 hours
so any damages can be pursued with the renter.

Auditorium use requires one hour pre-event charge for the auditorium tech to
coordinate sound and lighting specific to renter’s program requirements and one
hour post-event to tear down.

SHOWING MOVIES ON CAMPUS:

Any groups showing a movie must provide a copyright license for the movie. The
process for acquiring a copyright license is available by contacting the campus
administrator.

COMPLIANCE WITH ALL LEGAL REQUIREMENTS:

The facility user is responsible for ensuring that the user holds all licenses and
endorsements required to conduct the proposed activity on District property.

II. RENTAL FACILITY USE AGREEMENT PROCEDURES

A. Facility Use Agreement for Facility Use of School Property: This Facility Use
Agreement includes all the required information and references to be considered a

legal agreement with the District in connection with the facility use of property by
third parties.

The Facility Use Agreement is initiated by the requester as a “requisition” to use
rooms, facilities and/or equipment at a specified building. The requester will be
provided a link to the online process. The requester must provide all documentation
required to support the use of a facility before a request can be fully authorized.
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The process for online submission and a list of the required documentation per
activity type are included on the District website under Our District — Facility
Rentals.

The Facility Coordinator can review the facility use requirements through FMX by

going into the details of specific events. The information will be communicated to

the individuals assigned to the event by the site, facility coordinator, or the
Supervisor.

. Specific Line Instructions for Completion of Facility Use Agreement:

© NN kW=

10.

1.
12.

13.

14.

15.

16.

17.

Event Title
Facility Location — School/Building
Requested Resources — Room, Building number, Facility, etc.

Event Schedule — Event dates, start/end times, setup time, and breakdown time
Primary Contact Name

Primary Contact Email Address

Primary Contact Phone Number

Event Support Needs — Custodial services, security, lighting, special equipment,
etc.

Organization/Group Name

Additional Details — Please provide detailed information about your event,
including schedules, requested items, and event purpose.

Anticipated Attendance — Estimated number of attendees expected at the event.

Custodial Staff Requested — Indicate the number of custodians you believe will

be needed (additional staff may be assigned if necessary)
Security Personnel Requested — Indicate the number of security guards you
believe will be needed (additional personnel may be assigned if necessary)

Auditorium Personnel — Auditorium rentals require site and district personnel
to facilitate the event.
Admission Fee Information — Please indicate whether admission fees will be
charged to attendees.

Supporting Documentation — Upload required documents, including the Event
Form, vendor certificate of liability insurance, and any additional requested
materials.

Submission & Approval Process — Once submitted, your request will enter the
approval workflow. Final approval is contingent upon CFO authorization.

Therefore, submission does not guarantee event approval after the initial review
stage.



18. Post-Event Billing — An invoice will be issued within 2-5 business days

following completion of the event.

District — Principal or Athletic Director s Assistant — Principal or Athletic Director
— District — CFO

. Certificate of Liability Insurance: Any group, organization or individual facility
user that is not itself a District program (student club, athletic team, PTA/PTO, etc.)
must provide a Certificate of Liability Insurance that names the Scottsdale Unified
School District as an “additional insured” for the use of District facilities.

PTA/PTO/Booster groups must provide their own insurance certificate. The
Certificate must state no less than $1,000,000 liability (Each Occurrence limit for
bodily injury and property damage) and no less than $100,000 Damage to Rented
Premises (also known as property damage or fire damage coverage). A copy of the
current insurance certificate must be attached to each Facility Use Agreement. Any
vendors requested to participate during a Facility Use Event must also provide the
required insurance certificate as stated above.

Required by A.R.S. §15-1105

. Processing and Approvals: A request for the use of facilities will be initiated by the

requestor through the online registration available through the link on the website,
under Building Services. A calendar is available for checking availability per site.
Site activities and events take priority when requesting a facility. If the facilities
are available, the request will first route through the Building Services Department
for verification of fees, certificates of liability insurance, IRS Letter of Standing
verifying 501(c)(3) status, concussion certificates for athletic users, signed Track
& Field Guidelines for stadium use, and scheduling of facility request requirements
(personnel, HVAC, lighting or equipment). The facility use requestor will
electronically sign the rental Facility Use Agreement.

Once all pertinent information has been provided, fee schedule completed, and
Facility Use Agreement requirements scheduled, the information will be forwarded
to the appropriate site staff (principal, assistant principal, administrative support
staff) for site approval.

After obtaining all required electronic signatures of approval, the requester will
receive a notice of active status and an invoice.

The facility request process should be completed no less than ten (10) business
days prior to the facility use to allow time to sufficiently route through all
approvers. All required documents must be submitted for the approval
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process to begin. Outside rentals will not be able to submit requests during
the months of June and November. Any submissions will not be considered
during this time wuntil schools have completed their calendar/event
submissions.

The requester shall be informed of the estimated total amount due for the event
and payment in full is due within fifteen (15) days of invoice date.

E. Cancellation: If cancellation is requested six (6) business days prior to the time of
the event, the facility, utility, and custodial charges will be waived. If such
cancellation is not given, the User Group will be held responsible for all charges.

F. Leases: If a facility user seeks exclusive use of school property or seeks use for
more than thirty (30) consecutive days, please contact the District’s CFO for leasing
information.

Facility User Classifications And Fee Schedules

A. Third Party Rentals: Facility renters may not reserve or use Scottsdale Unified
School District facilities under the name or umbrella of another organization. Each

rental agreement must be made directly by the organization or individual intending
to use the space, and all documentation must accurately reflect the responsible
party. Misrepresentation of affiliation or sponsorship may result in cancellation of
the reservation and denial of future facility use.

B. Classification of Rental Users: The facility user of a District school or facility shall
be subject to a rental fee depending on the classification of the facility user. Fees

for each classification are shown in the tables in Appendix C, Appendix D,
Appendix E, and Appendix F. The four (4) classifications and categories of fee
rentals are as follows:

Class I:

This category of users are school-related, student-centered groups that exist for the
sole purpose of contributing to the success of our Scottsdale Unified School District
(SUSD) students. Parent Teacher Organizations, Booster groups, and school
sanctioned non-AIA athletic teams are included in this classification. Roster
verification of student participation will be required.

1. Organizations directly associated with the District and conducting
activities for District school-age children. Examples include staff and
parent groups such as Parent Council, PTA/APT/PTO, booster clubs,
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Class II:

etc., and student groups such as clubs and school teams. These
organizations are exempt from utility surcharge fees except for summer
usage, fund-raising clinics, tournaments, and camps or for
PTA/PTO/Booster groups holding a game of chance such as Bingo,
Silent Auction, raffle, etc.

Units, or elected officials, of Federal, State, and local government, when
conducting community or official business within the District. This
includes all governmental entities for which reciprocal agreements have
been executed.

Groups or District departments providing staff development, in-service
or other job-related training classes primarily for District personnel
(such as public universities and colleges) and at the request of a District
administrator. If the class was designed for District staff, but outside
parties attend because of limited available openings, the function will
still not be subject to rental fees if more than ninety percent (90%) of

the participants are District staff.

This category of user is for all non-profit organizations. Class II facility users that

are non-profit organizations as specified by law (must provide an IRS 501(c)(3)
Letter of Non-Profit Standing) and involve SUSD students. This category would
include, but not be limited to, AIA, AMEA, ABODA, Boy Scouts, Girl Scouts, and

all youth athletic/development programs.  Roster verification of student

participation will be required.

1.

Youth organizations such as Boys/Girls Clubs, Y.M.C.A., community
sports leagues and Nation or State athletic organizations. (i.e.
Basketball Congress, Olympic training groups, etc.).

501(c)(3) performing arts groups.

501(c)(3) organizations providing before or after school daycare
services.

Community organizations such as Rotary, Scottsdale CHARROS,
Thunderbirds, Kiwanis, Jaycees, etc.



5. Units of Federal, State, and local government, when their use of the
facility is not community or official business (i.e., fundraisers, fee
activities)

6. 501(c)(3) groups (other than public schools, community colleges or
universities) conducting any in-service or job training classes to the
general public and the classes are not solely for District staff.

7. Political organizations or elected officials when their activities are not
exclusively for community information purposes.

8. Churches and religious groups. When using facilities for religious
services, Facility Use Agreements must be renewed every six (6)
months, with a maximum of four (4) renewals. Executing a new Facility
Use Agreement after the two (2) year term is subject to District review.

9. National or State educational or employee organizations. If the activity
is to be hosted by the District, and approved by a responsible
administrator, no rental fee will be charged.

10. Local civic and homeowner groups.

Class III:

This category of facility user is for Universities, Community Colleges,
Public/Charter Schools, groups and organizations that, for the most part, do not
involve SUSD students, and/or will not likely perform educational functions for
SUSD students.

Class 1V:

This category of facility user is for all commercial, profit making organizations,
regardless of the purpose of their use of facilities.

Any activity of a profit-making organization for the purpose of donating profits or
proceeds to the District, or a public charity, does not change the rental fee rate from
their Class IV schedule.
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The following applies to ALL Facility User Classifications:

C. Fees for Use of Personnel: See Appendix C for a schedule of personnel fees. When

the use of District facilities and equipment requires supervision, cleaning, or
technical assistance in connection with the intended purpose or timing of the rental,
District staff will be assigned, and personnel fees charged to the facility user as part
of the Facility Use Agreement in accordance with the attached schedule. These fees
will apply to facility users who may otherwise be exempt from facility fees (Class

0.

All wages earned by District-assigned staff in connection with a rental must be paid
through District payroll to cover employees under State Workers' Compensation
Laws. These wages may be paid only from fees collected in connection with the
facility use that are deposited in the Civic Center Facility Fund, and not directly by
the facility user. Before being paid, all District staff must have an Employee
Personnel Action Request (EPAR) in place.

Before school, after school and weekend facility use staff must be assigned in
connection with the Facility Use Agreement. All requests scheduled on federal
holidays will be billed at one and a half times the standard personnel rates. If we
are unable to provide coverage, your request may be declined. See Appendix C for
a schedule of chargeable fees for District personnel.

Requirements by personnel type are as follows:

1. A custodian, groundskeeper, or other maintenance personnel must
be assigned to each Facility Use Event at all times that a scheduled
building custodian is not on duty. This includes weekends,
holidays, and hours outside of the normal work schedule.

Custodial Staff Regular Business Hours:

High Schools — Monday — Friday — 4pm-9:30pm
Middle/K-8 Schools — Monday — Friday — 4pm-7:30pm
Elementary Schools — Monday — Friday — 4pm-7:30pm

At any time that the building Principal determines that
custodial/maintenance assistance is required in addition to staff on
duty at the time of the Facility Use Event, custodial/maintenance
staffing may be added to the Facility Use Agreement. This would
normally occur when a facility use is expected to require additional
supervision, assistance, or cleaning beyond the time available from
custodians on duty.
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In any case that custodial/maintenance hours are required, hours
beyond facility use times scheduled may be added to allow for
cleanup after the facility user leaves. During the summer,
requesters may incur Facility Use Agreement contracted cleaner
charges instead of, or in addition to, the District custodial charge.

When custodial/maintenance personnel are required in connection
with a Facility Use Agreement, duties shall include the opening and
closing of the facilities (including security systems), supervising
the facility (not program), adjustment of lighting, heating and
cooling systems, accommodation of facility user needs for
authorized equipment and as a contact for emergency needs. The
cleaning of the facilities, separate and apart from normal cleaning
post-event, may occur during a scheduled use as needed or
requested by the user group.

Custodians shall be provided through the building Facility
Coordinator who will coordinate required staff and hours with the
Supervisor of Custodial Services. Hours worked are tracked
through the time clock system. Final invoices will be adjusted to
reflect actual hours worked. All facility use out of normal
operating hours will require custodial staff. This charge ensures
that the facilities are prepared for the next day of school.

Modifying a Request: If modifications to an already approved
request are needed, submit a request via email to Facility Rentals
with the changes. Requests must be submitted online a minimum
of ten (10) days prior to the date of your event.

Food Services Staff: For any rental Facility Use Agreement that
includes the use of kitchen equipment other than sinks and
counters, a food services worker must be assigned, and fees
collected by Nutritional Services and Wellness. The Director of
Nutritional Services and Wellness must review and electronically
sign the facility request.

Audio-Visual/Stage Equipment Staff: District provided technical
staff will be required. Hours assigned may include advance set-
ups of equipment, operation during the rental times and
disassembly and storage after rental use. The Fine Arts
Coordinator, while not an approver, is included in electronic
notification of auditorium use to assist with scheduling technicians
and student workers, if needed.

Security/Safety Staff: Security staff may be required at any time
the Director of Security, or their designee, determines that a
Facility Use Agreement warrants crowd control or other security
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measures. If District security is required, the cost shall be added to
the Facility Use Agreement. If District Off-Duty police officers
are part of the Facility Use Agreement, they are paid directly by
the facility user. See Appendix B for security guidelines.

6. Grounds Staff: Tournament events using athletic facilities will require

custodian/groundskeepers. The new high school track and the stadium facilities
require expert maintenance to maintain the warranties and the high-quality
facility standard for our students. Baseball fields will require grounds staff to
be present to maintain the field during the facility use. Field prep charges will
apply to ready the field(s) for the facility use and will be included in the Facility
Use Agreement.

7. Other Personnel Fees: Should a building principal or facility manager require
other staffing in connection with the approval of a Facility Use Agreement for
which a fee is not provided on the following schedule, please contact the

Facilities & Operations office.

8. Student Staffing: Students are often used to function as assistants with parts of

a production as ‘“stage crew” which covers various functions (set design,
lighting, sound, etc.) The costs of student workers will be charged to any
auditorium facility request.

The District will process these payments through Payroll; therefore, each
student would complete an application, W-4, [-0, and have a parental
permission form completed. These forms would be sent to Human Resources
and an EPAR would be generated enabling Payroll to pay the student.

This procedure is intended for students working on productions connected with
Facility Use Requests only.

D. Fees for Use of Special Equipment: When the use of District facilities includes a
request by the FACILITY USER to use special equipment, a separate equipment
use will be added to the facility use request.

E. Payments of Fees: Once a Facility Use request is fully authorized and activated, the
facility user will be required to pay within fifteen (15) days of the invoice date.

Invoices will be sent electronically to the email indicated on the organization
profile. Payments should be made via paper check and mailed to: Mohave District
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Annex, 8500 E. Jackrabbit Rd., Scottsdale, AZ 85250. Should payments not be
made by the specified due date, the facility user will be notified that the facility use
may not continue.

All checks must be made payable to the “Scottsdale Unified School District”,
Attention: Finance Department.

F. Scottsdale Intergovernmental Agreement: Through an intergovernmental
agreement (IGA), the City of Scottsdale schedules the use of several school athletic
fields outside of school hours with priority given to the School District. Use of
these fields during non-school hours is subject to City of Scottsdale policy,
procedures, and fee schedules, and must be scheduled through the City Parks and
Recreation Department, at sfro@scottsdaleaz.gov for the following fields:
Cochise, Cocopah, Cholla, Laguna, Mohave, Navajo, Pima, 68" St./Oak, Tonalea,
Copper Ridge, Desert Canyon Middle School, Desert Canyon Elementary School,
Kiva, Sequoya, Cheyenne, Redfield, Yavapai and Hohokam. No Facility Use

Agreements for sports fields after 4pm, Monday-Friday, or weekends at the above
locations.

G. Employees of the District: Employees of the District will not be allowed to rent

facilities, except if the employee (1) secures Community Education’s permission,
(2) is not running a program in competition with existing school programs, (3) has
his/her own 3™ party company, (4) is not tutoring his/her own students, (5) pays the
full rental price, and (6) is in partnership with his/her SUSD parent group with a
501(c)(3). In this case, facility rental fees are waived. However, personnel fees are
not waived, and security is at the discretion of the security department. Employees
must work through Community Education to offer any out of school classes such
as enrichment, tutoring, etc.

H. Summary of SUSD Athletic Options (Applicable to District Employees Only)

1. Open Practice — Is allowed at the High Schools during the school year and
outside the season of sport provided the facility is available and the athletes
are currently enrolled in the school. Athletes that participate must be
registered in Register My Athlete. Per AIA Bylaw 17.1.3 coaches can only
accept payment for coaching school teams from the Scottsdale Unified
School District. These are no cost opportunities run by the program leader.

2. High School Summer Sports Camps — SUSD Community Education offers
Athletic Camps during the summertime for grades 9-12. Sports Camps for
grades 9-12 are not allowed during the school year due to AIA coaching
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allowances. Summer camps must run through Community Education and
cannot be taken off campus to a 3«-party for operation. Per AIA Bylaw
17.1.3 coaches can only accept payment for coaching school teams from the
Scottsdale Unified School District. Program leaders begin facilitation of
this process with site athletic directors.

3. Non-High School Student Sports Camps — SUSD Community Education
offers Athletic Camps during the school year and summer for grades K-8
through Community Education. All camps must run through Community
Education and cannot be taken off campus to a 3=-party for operation. Per
AIA Bylaw 17.1.3 coaches can only accept payment for coaching school
teams from the Scottsdale Unified School District.

4. School sponsored Invitational Tournaments during the AIA Season -
Invitational tournaments during the AIA Season require a rental contract to
pay for utilities and any additional custodial or security costs. No
Certificate of Liability Insurance is required. The remainder of the
tournament will run through the site bookstore by site/program leadership,
to pay for all additional costs such as referees, announcers, security, and
clock operators.

5. Invitational Tournaments not during the AIA Season - Invitational
tournaments, not during the school year, are a partnership with the school
program and the PTO/Boosters. This will require a rental contract to pay
for utilities and any additional custodial costs. A Certificate of Liability
Insurance is required. The remainder of the tournament will run through
the Boosters to pay for all additional costs such as referees, announcers,
security, and clock operators.

IV. Use of Transportation Facilities (Buses)

Scottsdale School District buses may be available with a driver for rental services. For
current rate and scheduling information, please call the transportation department at (480)
484-8555.
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Appendix A

Terms & Conditions

General Terms:

1.

All rentals and leases shall be in compliance with A.R.S. §15-1105. If any
provision of this manual is deemed not to be in compliance with State statute or
Governing Board Policy, statute and Policy shall govern.

An electronic Facility Use Agreement for the facility use must have the other
required documentation per facility use type, a certificate of insurance and the
payment of required fees must be completed and approved by the CFO before
facilities may be used. A copy of the Facility Rental Policy Manual and Fee
Schedule, available online, shall be considered to be a part of this Facility Use
Agreement.

An electronic facility request must be submitted a minimum of ten (10) business
days prior to the proposed use.

All amounts due under this Facility Use Agreement must be paid in advance for
uses within the first thirty (30) calendar days. Amounts due after thirty (30) days
must be paid prior to use for each of the following thirty (30) day periods.

The District may cancel the use of the facility on the date or dates specified in the
Facility Use Agreement by notifying facility user by telephone, letter, or email to
the address given in the organization profile at any time prior to any scheduled
use. The District reserves the right to refund payments made in advance for the
rental of any facility if the Governing Board should decide that the Facility Use
Agreement is not in the best interest of the District.

The facility user agrees to indemnify and save harmless the District from any
claims or loss.
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A.R.S. § 15-1105 requires the facility user to show proof of liability insurance.
The amount must be no less than $1,000,000 liability (Each Occurrence limit for
bodily injury and property damage) and no less than $100,000 Damage to Rented
Premises (also known as property damage or fire damage coverage) with the
Scottsdale Unified School District named as "additional insured" on the policy. A
certificate of liability insurance is required as evidence of this coverage.

The facility user aftirms that no event will be held for the purpose of advancing
any theories subversive to the constitutions or laws of the State of Arizona, or the
United States, or for the purpose of advocating social or political change by
violence.

No school facility shall be used by any group or individual not in compliance with
the requirements of all applicable federal or state statutes, regulations, and rules,
prohibiting discrimination on the basis of race, religion, color, sex, national
origin, disabilities, age, or other classification.

Rental Terms:

1.

Any facility user using Scottsdale Unified School District facilities for activities,
which include school-age children, will ensure compliance with the District's
Student Code of Conduct. Any illegal behavior will be referred to proper
authorities for appropriate legal action.

The Facility Use Agreement may be terminated immediately by the District if the
facility user fails to comply with these provisions.

All District personnel used by a facility user will be charged through this Facility
Use Agreement to the facility user in accordance with District fee schedules and
must be paid through District payroll.

All activities must be under competent adult supervision supplied by facility user.
The principal or other facility manager shall have authority over facility users'
activities, and facility user shall abide by all requests made by the principal or
designee. Administrators or other authorized District staff are to have access to all
facilities at any time. Premises are to be vacated at the times specified.

All District properties shall be left in as good condition as when received. The
personal property of the facility user must be removed from the premises

immediately upon completion of Facility Use Agreement term unless previous
arrangements have been made, and the District shall not be responsible for the
personal property of the facility user in any way during or after a rental period.

No smoking or alcoholic beverages are allowed anywhere on District premises.
No refreshments are to be served or sold on school grounds, or in the buildings
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except in the appropriate facilities, and only with the prior approval of the
building principal and the Director of Nutritional Services and Wellness.

Kitchen facilities shall not be used aside from sinks and counters, unless
approved by the Director of Nutritional Services and Wellness, and appropriate
personnel provided within the facility use request.

As a condition of your Facility Use Agreement with SUSD, the facility user must
provide the following notice in writing to all employees and participants involved
in any program the facility user offers anywhere on SUSD property:

"PLEASE NOTE THAT [INSERT NAME OF PROGRAM] IS NOT A
PROGRAM OF THE SCOTTSDALE UNIFIED SCHOOL DISTRICT
(SUSD). SUSD NEITHER SPONSORS NOR ENDORSES THE
PROGRAM. LIKEWISE, PARTICIPATION IN THIS PROGRAM IS
NOT A PRECONDITION TO PARTICIPATION IN ANY PROGRAM OF
SUSD. ACCORDINGLY, SUSD ASSUMES NO RESPONSIBILITY
FOR ITEMS LOST OR STOLEN WHILE ON SUSD PROPERTY, OR
FOR ANY OTHER DAMAGES OR PERSONAL INJURY THAT YOU
MAYSUSTAIN IN CONNECTION WITH YOUR PARTICIPATION IN
THIS PROGRAM."

Other Terms and Conditions: In addition to the terms and conditions set forth on both

sides of the Facility Use Agreement for use of school facilities, the following
additional terms and conditions shall apply:

1.

Sub-Facility Use Agreement -The facility user shall not assign or sublet a Facility
Use Agreement for any facility, or area therein, nor any rights under a Facility
Use Agreement to another party. Any party other than the FACILITY USER must
execute a separate Facility Use Agreement with the District.

Alteration of Premises -The facility user shall take the premises in the condition

in which they exist. Should any facility user remove or change the location of any
equipment, such changes shall be made at their expense and facility user shall
return such equipment back to the condition and location in which it was
originally found. The facility user shall make no changes or alterations without
prior written approval of the building Principal. This includes athletic equipment
such as soccer goals, pitching screens, etc. Soccer goals must be in locked
position during use or stored.

Decorations - No decorative or other materials shall be attached to any part of the
rental facilities to damage these facilities. All decorative or other materials shall
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be non-combustible or be suitably treated with a flame retardant approved by the
City.

Prohibited Items - No fireworks, explosives or outdoor cooking shall be used on
the premises without the direct, separate written consent of the CFO.

Obstruction of Passageways - No portion of entries, passageways, aisles,

elevators, windows, ventilators, lighting fixtures or other ways of access to the
facilities or their utilities shall be obstructed, or cause to be used for any purpose
other than ingress or egress.

Termination of Facility Use Agreement - Loss of Facilities - In case of fire,
casualty or other unforeseen occurrence which render the District unable to

provide Facility Use Agreement facilities, said Facility Use Agreement shall be
immediately terminated, and District shall not be liable for any claims or damages
resulting therefrom. The facility user shall be liable only for payments during the
time the premises were used.

Special Interest Groups - Regular use of facilities by religious, political, or other

special interest groups shall be limited. Rental of facilities for church services will
be renewed every six (6) months, with a maximum of four (4) renewals.
Executing a new Facility Use Agreement after the two (2) year term is subject to
District review. A renewal after the six (6) months is the responsibility of the
Facility Use Agreement holder.

Use by Employees - Teaching of private lessons for a fee by District staff shall be
subject to all rental procedures and requirements under these Rules and

Regulations for all other outside facility users. (See Governing Board Policy
GCRD - Tutoring for Pay.) District employees must adhere to District Policy
including the prohibition from receiving payment for tutoring their own students.
Employees of the District will not be allowed to rent facilities, except if the
employee (I) secures Community Education's permission, (2) is not running a
program in competition with them, (3) has his/her own company, (4) is not
tutoring his/her own students, and (5) pays the full rental price. Employees must
work through Community Education to offer any out of school day classes such
as enrichment, tutoring, etc.

Compliance with Law — The facility user of District facilities shall comply with

all laws of the United States, the State of Arizona and applicable city ordinances,
including any rules and regulations contained herein for the facilities owned and
under the control of the District. Violations by the facility user may result in
cancellation of a Facility Use Agreement and immediate discontinuance of the use
of facilities.
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10.

11.

12.

Barbecue Equipment and Propane Tanks - Use of barbecue equipment or propane
tanks must been preapproved by the CFO.

Athletic Facility Rentals - Starting January 1, 2012, any rentals of a school's

athletic facilities (gyms and fields) will require the facility user to provide a list
of coaches and their completed Concussion Course certificates to the District
office. This free, on-line, 30-minute course is entitled "Concussion in Sports -
What you Need to Know." It is located at www.nthslearn.com. This requirement
applies to the following sports usages: football, flag football, baseball, softball,
basketball, volleyball, soccer, lacrosse, rugby, and any others as deemed
necessary by District officials. This requirement is pursuant to Arizona State law
SB 1521 and applies to in-state facility users only.

Athletic and Enrichment Courses, and Camps Charging Student Fees: Fee- based
athletic and instructional based enrichment programs which occur during out of
school time are required to be coordinated with the SUSD's Community

Education Department and will be subject to vendor regulations to include:

a. Requests to the SUSD’s Community Education Department must
be initiated at minimum fifteen (15) business days prior to the use
date(s) requested.

b. The Community Education Department will handle all student
registration. No fees will be collected by sites or by the vendor.
All fees and online registration will be handled by the District.

c. All vendors must provide a Concussion Course certificate(s) prior
to program operation.

d. All marketing material may be distributed with written approval by
the Community Education Department and District’s legal counsel.

e. Vendors must observe and comply with District standards of use,
supervision, and conduct.

f. Vendors must comply with all Arizona Interscholastic Association
regulations, if applicable.

g. Vendors must observe and comply with all city, state, and federal
regulations.

h. The District reserves the right to cancel the vendor program at any
time.

Auditorium Rentals
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11.

12.

13.
14.
15.
16.

17.

All child performers should be escorted to and from the stage area particularly
after dark.

An adult should always be present in a dressing/holding area.

All cables should be taped down to the floor, with Gafers tape, and appropriately
marked.

No liquids except water, and no glass containers, are allowed in the auditorium,
wings or backstage.

There should be an adequate number of adults supervising events at all times.

The rental group should be familiar with all Fire and ADA codes appropriate to
their usage.

Parking is allowed in approved areas only. This requirement applies to all user
group employees, any volunteers, and all audience members.

Vehicles used for loading or unloading must be moved immediately after
unloading; no exceptions.

All doors must remain unobstructed at all times. No doorways can be blocked or
propped open.

No open flame or any propane or propane device is allowed anywhere on the
property or in any building.

No fog machines or snow machines are allowed in the auditorium without
clearance from District Auditorium Technician

Moving trucks, trailers, RV’s and similar vehicles or trailers may not be left on the
property overnight. No-one can camp or remain on the property overnight.

Vehicles of any kind cannot be driven on pedestrian walkways without an escort.
Vehicles of any kind cannot be driven onto the stage at ANYTIME.
Only authorized light and sound technicians are allowed in the control room.

The stage and backstage area are provided with the understanding that they will
be left in the condition in which they were found. The renter will be charged a fee
should additional cleanup be required. Such a fee will be based on the current rate
in effect.

SMOKING IS PROHIBITED IN AND ON ALL SCHOOL DISTRICT
PROPERTY
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18.

19.

20.

21.

22.
23.
24.
25.

26.

ALCOHOLIC BEVERAGES ARE PROHIBITED IN AND ON ALL SCHOOL
DISTRICT PROPERTY.

USE OF FIREARMS, FIREWORKS, OR OPEN FLAMES IS PROHIBITED IN
AND ON ALL SCHOOL DISTRICT PROPERTY.

Rental allows the use of the auditorium only. All other rooms including band and
chorus will require an additional request.

Rentals that extend beyond one day, Monday through Friday, will require all set
pieces and props to be moved to the back and sides of the stage area so that class
instruction can continue unencumbered during the school day. ALL FIRE
LANES MUST BE KEPT OPEN AT ALL TIMES.

The removal of seats in the auditorium is strictly prohibited.
Sound or lighting cables cannot be run down the aisles of the auditorium floor.
The removal of any lights is strictly prohibited.

The piano is not to be moved or used without written authorization from the
school’s music department.

ACCESS TO ALL OTHER PARTS OF THE BUILDING IS PROHIBITED

Use of Athletic Fields/Outdoor Facilities

1.

General Conditions: The outdoor basketball and volleyball courts cannot be
reserved by outside user groups.

However, Facility Use Agreements may be issued to city recreation and little
league groups for organized activities during specific recreation seasons. Separate
Intergovernmental Agreements (I.G.A.’s) are in force with the cities of Phoenix
and Scottsdale for the scheduled use of certain lighted ball fields during specified
hours. Use of fields under [.G.A. agreements are scheduled by the City and are
subject to City regulations, procedures, and fee schedules. In addition, annual
Facility Use Agreements for baseball and soccer fields may be issued to: Little
League Baseball, Pop Warner Football, Miss Softball, and organized soccer
leagues when fields or times do not conflict with District programs or
commitments under [.G.A.’s.

Priority in scheduling fields by the building Principal shall be given to cities and
leagues which involve SUSD students.
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Gifts for improving District facilities may be considered in lieu of facility use
rental fees only.

The facility requestor shall maintain playing fields and related facilities

during the period of their use. The facility user shall return the fields and
facilities at the end of the rental period in the same condition as when

the facilities were assumed. It shall be the judgement of the Building

Services Director and/ the CFO, and grounds lead, as to whether or not damages
occurred and if maintenance was not completed by the facility user. The Track
and Field Guidelines, signed by each facility user of the area, will be the standard
for assessing the condition of the facility use. The cost to restore such

facility shall be performed by the District and billed to the facility user.

Banners must be approved and face toward the playing field. Banners must be
removed within 5 days of the end date of the facility’s use.

Banners for sports leagues require approval by the CFO and principal of the site.
Without both approvals, the banners may not be hung at the requested site. Must
be removed within 5 days of the facility use end date.

Five (5) days prior notice must be given to the Grounds Lead for installation of
temporary fences, tents, or other items that require staking to properly mark
sprinkler valves, heads, and hose locations. This will assist in avoiding damage to
the sprinkler system.

Facility use for the high school artificial turf fields requires the requestor to sign
the Track and Field Guidelines.

Mandatory requirements for baseball and softball fields:

a. Must have home plate and the pitcher’s mound raked flat
b. Bases removed and areas raked flat

c. Dugouts swept and garbage removed from can liners

d. New can liners installed

e. Cups and other garbage removed from the fields

No sunflower seeds left in any area. The facility user shall supervise both its own
persons and all other persons in attendance and provide adequate adult leadership
for children and adults in the areas used, as well as parking lots and immediately
surrounding areas. The facility user shall monitor participants and attendees
during the usage periods, and all areas shall be fully cleaned through the facility
use Facility Use Agreement by District personnel paid to perform the function.
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I1.

12.

13.

14.

15.

16.

17.

Preparation of fields for facility requests shall not interfere in any way with the
school program at the site. No modification will be made to the school premises
without the approval of the Governing Board. Any approved permanent
modifications shall become the property of the District. Any modification
required, and District approved, through the facility request will be performed by
the appropriate District staff at the associated personnel rate.

The facility user shall have no authority or jurisdiction over District property, or
improvements, except to police these premises during the time of use.

All activities shall terminate at or before 10 p.m., and field lights shall be turned
off not later than 10 p.m.

Only authorized adults shall be allowed in press boxes or on photography
platforms, and their names shall be listed on the Facility Use Agreement when it
is signed. Public address systems, when used, shall be operated at a volume low
enough to avoid disturbance of households in areas adjacent to the premises used.

Concessions stands shall not be opened for operation other than at times and dates
when games are played. No glass containers or other breakable articles shall be
dispensed at concessions stands.

The District reserves the right to re-schedule any or all scheduled facility use. If
re-scheduling is required, the District shall provide a notice to the requestor via
phone call, email, or in writing at least one week in advance.

The District reserves the right to terminate, not renew, or refuse a Facility Use
Agreement upon notice if the facility user has violated any of the terms and
conditions contained herein or has in any way abused the privilege granted in
using school facilities.

All other rules and regulations of the District pertaining to rental Facility Use
Agreements for the use of school facilities as set forth in the Rules, Regulations
and Fees for Rental of School Property shall apply to a Facility Use Agreement
for outside facilities and are binding on the facility user.

Commercial Use of Grounds: When commercial enterprises request to use school

grounds other than facilities listed in previous rate schedules to film
advertisements, or for other business or promotional purposes, a Facility Use
Agreement must be written, and normal procedures followed, including insurance
liability certificates. A location agreement (available from the Legal Department)
must be signed as well.

The flat-rate fee for such use is $500.00 for each twelve (12) hour period in
addition to any personnel or equipment uses that may apply.
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Appendix B

Security Guidelines

(For questions regarding security, please contact the SUSD Security Office at
security@susd.org)

Allocations are subject to change at the discretion of the Director of Security after review of site
plan, media information, or any other pertinent information.

1. Adults Only (less than 20 people) for a meeting in a small room.
A. Booster Parent meeting without students.

B. PTO meeting without students.

C. Teacher training, even when there are attendees from outside of the
District.
1. Generally, no security requirement — Site-based administrative

approval is required to use the space and there should be adequate
site-based staff to open and secure the facility. If the site or
facilities does not have staff to open and secure the campus, then
security is needed.

2. If the room used by the group requires campus egress or ingress to
be unsecure and/or it is found that the group cannot or will not be
able to monitor the overall access to campus, then security will be
required.

2. Teacher led student groups for a curricular activity.

A. AVID, IB, Test prep, rehearsal, or similar — no security required but
supervising teacher’s contact information and name should be in the FMX
request.

B. Banquets, celebrations, movie nights, etc. — if there are no parent, guests
or outside participation (exception - district cleared chaperone) — No
security requirement unless deemed necessary due to the time or location
of the event, e.g., Halloween, Spring Break, weekends, graduation,
requests for full auditorium or other large spaces.

3. School related and/or public events including festivals, carnivals, performances.
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A. Parents, family, or public invited to any event of school property —
security is required.

B. Rental fees will be invoiced to the campus under the following conditions:
1. Fees charged to attendees.
2. Fundraising occurring before, during, or after the event.
3. More than one performance during the quarter for the group,

dance, choir bands, etc.

C. In the event the curricular event adds vendors to their arts, STEM, or other
curricular events, an additional security officer is required and the security
department will invoice for the additional officer(s).

4. Sports league practices on a middle or elementary school campus field, e.g. City
of Scottsdale, Little League, etc.

A. When District rules are adhered to and there are no issues with the
organization keeping their people under control and our facilities in order,
no security is required.

It falls to the City or facilities staff to manage the access. This waiver can
be revoked if complaints are received or property is left in poor condition.

5. Sports league games

A. Middle and elementary schools — determined on a case-by-case basis —
security may be required.

B. High School — security required.

6. Outside Rental Events inside a campus (gym, auditorium, etc.) where only access
is through campus.

A. Security required — Normally one (1) security officer — but depending on
the logistics, we reserve the right to add a second to ensure the campus is
secure. If the event uses multiple indoor locations such as the cafeteria
and gymnasium, then there will be one for each indoor space and an
additional for the rest of campus.

Additional Considerations:

Events where there are more than 150 people — including those covered by other sections.

Security requirements — Any event where there are more than 150 people
required, at least 1 security guard and then additional guards for every 100 people
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10.
I1.

beyond the initial 150. There is some flexibility to these numbers depending on
the activity.

District Events in/on the fields, stadiums, or gyms at the high schools — see Tiered
Security Staffing for High School Sporting Events

Events during the school day include Book Fairs, Western Days, Campus

Celebrations, etc.

Security Requirements — Events during the school day on a campus that
has full time security staff (high school and middle school) do not need
additional security if there are no other activities on campus other than
classes and all persons check in through the front office using the visitor
management system. Schools that do not have security, except on a
rotating basis or when District security staff are out due to vacation or
illness, may be required to hire additional security.

Parking lot use for Site events — including, but not limited to, Trunk or Treat, car

shows, etc.

Security requirements — Security is required to ensure people at the event
are supposed to be there and students are not “mixing” with traffic. Based
on the size of the venue and the number of exhibits at the event it will be a
minimum of 1 and could be more.

Parking lot — Rental — no security

AIA Tournament

A. AIA Tournament both during and outside the school day.

B. If our teams are playing in the game, security payment comes from the
District athletic budget.

C. If our teams are not playing, then the security is paid by the renter.

Security requirements — If the event is indoor, then a minimum of 3
security would be required: 2 or the bag check and entry point and 1 for
the crowd. Based upon the consultation with the site athletic director, this
can be increased depending on the teams in the event. If this is an outdoor
event in a stadium then the requirements for security would be 4: 2 for
bag checks, 1 for the home side and 1 for the visitor side. If the event is
on a baseball field or other type location outside the stadium, then

the requirement would be 1 security guard depending on the teams

playing.
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General Rules:

If an event is longer than 5 hours, there may be an extra guard required to give breaks to
the guards on post.

If an event requires more than 3 guards, there may be an additional guard required to
float and be the supervisor for the others.

In the event post-event violations are discovered — such as alcohol possession, facility
damage, or unauthorized access — future events for that group will require a minimum of
1 additional security guard, regardless of staffing guidelines.
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Appendix C

Fee Schedule for Personnel

Fees for personnel & miscellaneous fees apply to ALL classifications (I, II, llI, V)
Classification All Classifications (1, I, IlI, IV)
Custodian (2 hours minimum) $35/hour
Grounds $35/hour
Security (15 minutes prior until attendees have $30/hour
exited)
PA System (Includes Operator) $40/hour
Overheard/Movie/LCD Projectors $15/hour
Electronic Scoreboard — Operator $40/hour
Certified Tech (HS) $30/hour
Student Workers $17/hour
Food Service Personnel $35/hour
IT Tech — Livestreaming Events $35/hour
Grounds — Baseball/Softball Fields $60 Chalk Only
Grounds - Baseball/Softball Fields $100 Painted
Application Fee $10 for all Class II, lll, and IV Renters
Cancellation & Penalty Fee See Below
Change Processing Fee Subject to $10 per occurrence after 2 occurrences
Late Fee Subject to $25 per occurrence

Application Fee

An application fee of $10 will be invoiced for each Facility Use Agreement for all Class I, Il,
and IV requesters.

Cancellation

If cancellation is requested 6 business days prior to the time of the event, the facility, utility,
and custodial charges will be waived. If such cancellation is not given, the User Group
will be held responsible for all charges.

***For the health and safety of those who use our fields, rental of District spaces for
animal use is prohibited. Service Dogs are acceptable.
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Appendix D
Facility & Utility Hourly Fee Schedule
Elementary & Middle Schools

Elementary & Middle | **Class| | Classll Class I Class IV
Schools
Classroom $2/hour $5/hour $10/hour $30/hour
Music/Band/Strings $3/hour $10/hour $20/hour $60/hour
Science Lab $3/hour $10/hour $20/hour $60/hour
Art $3/hour $15/hour $30/hour $90/hour
Amphitheater No Charge $15/hour $30/hour $90/hour
Multi-Purpose Room $4/hour $25/hour $35/hour $105/hour
(Cafeteria/No Kitchen)
Kitchen (Food Service Worker $4/hour $20/hour $30/hour $90/hour
Required @$35/hour)
Media Center $4/hour $25/hour $35/hour $105/hour
Computer Lab $3/hour $15/hour $25/hour $75/hour
Other Special Classrooms $2/hour $10/hour $20/hour $60/hour
Gym $4/hour $35/hour $45/hour $135/hour
Weight Room $3/hour $30/hour $40/hour $120/hour
Locker Room Fee $2/hour $15/hour $25/hour $75/hour
Sports Field (Per Field) No Charge $10/hour $20/hour $60/hour
Parking Lots No Charge $10/hour $20/hour $60/hour

**Class | will be charged applicable utility fees for summer usage, clinics, camps,
tournaments, fundraising events, and games of chance (Bingo and raffles).

Class I, lll, and IV Users: When HVAC is required to be turned on before an event, due
to temperatures, the renter will pay $10/hour.
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Appendix E

Facility & Utility Hourly Fee Schedule

High Schools
High Schools **Class | Classll | Classlll | Class IV
Classroom $2/hour $5/hour $10/hour $30/hour
Science $3/hour $20/hour $30/hour $90/hour
Media Center $4/hour $35/hour $45/hour $135/hour
Cafeteria (No Kitchen) $4/hour $35/hour $45/hour $135/hour
Kitchen (Food Service Worker $4/hour $30/hour $40/hour $120/hour
Required @ $35/hour
Computer Lab $3/hour $35/hour $45/hour $135/hour
Main Gym $4/hour $45/hour $55/hour $165/hour
Aux Gym $3/hour $35/hour $45/hour $135/hour
Weight Room $3/hour $55/hour $65/hour $195/hour
Wrestling Room $3/hour $30/hour $40/hour $120/hour
Locker Room $3/hour $35/hour $45/hour $135/hour
Tennis Courts No Charge $10/hour $20/hour $60/hour
Coronado — Governing Board $4/hour $55/hour $65/hour $195/hour
Room/Lecture Hall
Arcadia Mt. Olympus $2/hour $15/hour $25/hour $75/hour
Auditorium $5/hour $80/hour $100/hour | $300/hour
Band, Choral, Dance, Strings, $3/hour $15/hour $25/hour $75/hour
Drama, Art
Stadium Field w/o lights No Charge $45/hour $65/hour $195/hour
Stadium Field w/ lights $5/hour $50/hour $70/hour $210/hour
Stadium Track w/o lights No Charge $35/hour $55/hour $165/hour
Stadium Track w/ lights $5/hour $40/hour $60/hour $180/hour
Sports Field (per Field) No Charge $15/hour $25/hour $75/hour
Chaparral J600 (charge as Aux $3/hour $35/hour $45/hour $135/hour
Gym)
DMHS Mall (1/2 equals 10 $20/hour $50/hour $70/hour $210/hour
classrooms)
Parking Lot No Charge $15/hour $25/hour $75/hour

**Class | will be charged applicable utility fees for summer usage, clinics, camps,
tournaments, fundraising events, and games of chance (Bingo and raffles).

Class I, lll, and IV Users: When HVAC is required to be turned on before an event, due
to temperatures, the renter will pay $10/hour.
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Appendix E

(continued)

Fields @ Tonalea - 68" Street

Fee Schedule

68th Street & Oak Sports Fields

Weekday Practice and Game Fee Schedule

Non-profit For-profit
Volleyball Court - Sand (per court) Per Hour $10 $15
Soccer Field (per field) Per Hour $20 $50
Restrooms (port-o-let) Per Hour $5 $5
Open/Close, Clean (2 hour minimum) Per Hour $35 $35
Shuttle Fee (activity bus + driver) TBD TBD TBD
*Tournament / Weekend Packages
Non-profit For-profit
8 Volleyball Courts - Sand Per Day $480 $720
Restrooms (port-o-let) Per Day $35 $35
Open/Close, Clean (4 hour minimum) Per Day $140 $140
Shuttle Fee (activity bus + driver) TBD TBD TBD
8 Volleyball Courts Per Day $655 $895
2 Soccer Fields Per Day $240 $600
Restrooms (port-o-let) Per Day $35 $35
Open/Close, Clean (4 hour minimum) Per Day $140 $140
Shuttle Fee (activity bus + driver) TBD TBD TBD
2 Soccer Fields Per Day $415 $775

*Tournament packages are all-inclusive and cover the designated courts/fields, restrooms, and

open/close/cleaning services.

Street parking in the neighborhood is strictly forbidden. Overflow parking at

Coronado High School will require shuttle services.
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Appendix F

Fee Schedule for Restrooms & Equipment

Fees for restrooms apply to ALL classifications (I, II, III, IV)

Restrooms
(Stocking Consumables: Paper Towels, Toilet Paper, Soap)
Classification All Classifications (1, II, 111, 1V)
Restrooms (set) Participation up to 250 $20
Restrooms (set) Participation 251-500 $35
Restrooms (set) Participation 501-1000 $50

Other Items

Classification Class | Class I Classlll | Class IV
Tables $10/6 ft. table
(Appliesto Class |, Class I, Class lll, Class IV)
Chairs $30/100 chairs
(Appliesto Class |, Class I, Class lll, Class IV)
Light Towers $175 per occurrence/per N/A N/A N/A
tower
(Includes pickup and delivery)
BBQ Grill Contact: Nutritional Services —(480) 484-8657
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Appendix G

Facility Scheduling Priority Guidelines

To make maximum use of District facilities and grounds with minimum conflict, it is
necessary to arrange facility user groups on a priority basis. Groups using the facilities will
be prioritized from Class I-Class IV, with Class | having the highest priority for use when
developing the annual master and school related activities calendar. Although Class |
retains the right to cancel the use of scheduled community facility groups, efforts will be
made to keep cancellations to a minimum.

The date of application submission varies based on the time of year the activity will be
conducted. However, requests continue to be accepted throughout the year on a first-

come, first served basis

Class Submission Dates Season
Class| Jun 6™ —Jul 15" Aug 15'- Dec 31*
Oct 1%t —Nov 15% Jan 1t=July 31°
Class I Jul16®™ —Jul 23 Aug 1°'— Dec 31
Nov 16" - Nov 23™ Jan 15— July 31°
Class lll &IV Jul24™—Jul 31t Aug 1°'—Dec 31*

Nov 24™ - Nov 30"

Jan 15— July 31°*
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