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RIVERSIDE PUBLIC SCHOOLS


APPLICATION FOR USE OF SCHOOL FACILITIES

Name of Organization 









or Individual Requesting Facility Usage

Address 








Date of Application 


Contact Person ______________________________     Telephone: Home








 Work




School Requested 

    Room or Area Requested 



                                                    a.m.                         a.m.

Between the hours of ________ p.m. and ________ p.m.   Purpose 






Date(s) Requested  








List any special needs that you may require for your activity (i.e., tables, chairs, serving of food or beverage, garbage containers, P.A. system, etc.)  Please refer to the rules and regulations for facility usage that you were given with this application when completing this section.

The doors are requested to be opened at __________________.  (The person in charge MUST arrive before that time and MUST be the last to leave.  Groups will not be permitted into the building unless an adult leader is present).

The undersigned individual or representative of the organization agrees that the individual or organization shall abide by the Rules and Regulations For Facility Usage of the Board of Education, District 96, Riverside, Illinois in the event that this application is approved.  Rules and Regulations are attached to this application and are considered to be part of the agreement to use District 96 Facilities if this application is approved.
Signature of Individual 

or Organization Representative 




 Date 




Name of person who will be present and responsible for supervision:

_________________________________________   Telephone:  Home






                     Work





Approved by:___________________________________________  Date 





                                Superintendent or Designee

RIVERSIDE PUBLIC SCHOOLS

DISTRICT 96

USE OF SCHOOL FACILITIES GUIDELINES

Who Can Use the School Facilities?

The use of the school facilities by individuals or organizations may be approved upon formal application.  All applications must originate with responsible organizations or individuals located within the School District for use by groups which include a predominance of citizens of the School District.

How Do I Apply for School Facility Usage?
Complete the attached Application for Use of Building Facilities form and return it to the Board of Education Office at 63 Woodside Road, Riverside, Illinois, 60546.  Applications may not be approved if submitted in an untimely manner.  A minimum of two week’s lead time is required.

What Does It Cost to Rent the School Facilities?
See the attached Basic Space Charges for Use of Facilities.

Do I or the Organization Wishing to Use a School Facility Need Insurance?

Yes.  Each individual or organization using the building facilities for non-school sponsored functions must submit with their application, a Certificate of Insurance showing insurance coverage as follows:

A.   Informal Groups Sponsored by Individuals (i.e., one time or infrequent usage for small groups such as families, fathers-sons, etc.)

Insurance Minimums

(
Bodily Injury - $100,000 per occurrence

(
Property Damage - $50,000 per occurrence

(
$300,000 annual aggregate

(
Riverside Public Schools shall be named as an additional insured.

B.   Formal Groups Sponsored by Organizations (i.e., larger groups such as Recreation  Departments, Little League, Jaycees, Fraternal Order of Police, etc.)

Insurance Minimums

(
$500,000 combined single limit general liability coverage per occurrence (bodily injury and property damage).

(
Riverside Public Schools shall be named as an additional insured.

C. An insurance certificate verifying the above requirements shall be on file with the school district or submitted with the Application for Facility Usage.

D. Applications for use of building facilities shall not be approved without the required insurance certificates.

Does A School Staff Member Need to be Present When I or My Organization Are Using a Facility and Is There a Cost to Me?

Yes.  In most cases, this will be a school custodian.  Custodial costs are not charged to you when the facility is used during the normal custodial work shift (scheduled student attendance days until 10:00 p.m.).  Custodial costs are charged to you if the facilities are used on school non-attendance days (i.e., Saturdays, summer break, etc.).  The custodial rates charged are based on the custodian’s hourly contractual rate and are determined at 1-1/2 time on Saturdays and double time on Sundays or holidays.  Exact rates will not be known until after the specific custodian is assigned to your activity.  Custodial hourly rates range from $12.00 to $18.00 per hour.

If you wish to use the Hauser Junior High School kitchen, a cafeteria staff member must be present.  This cost will again be based on contractual hourly rates at 1-1/2 time or double time, based on when the kitchen is used.  Cafeteria staff hourly rates range from $10.00 to $22.00 per hour.  Again, exact rates will not be known until after a staff member is assigned to your activity.

Other activities could require additional staff presence for which you would be charged.  You will be informed of these requirements or charges at the time of your application, if they are needed.

How Do I Pay for Using the Facility?

You will receive an invoice from our business office after you use the facility.  Invoices are payable within 30 days of receipt.  Invoices may be paid by check.  Checks should be made payable to The Riverside Public Schools.

How Do I Know If My Application for Use of School Facilities is Approved?

You will receive a confirmation notice in the mail listing the dates and times that were approved.

What Are the Rules and Regulations That Are Required For Me To Use The School Facilities?

1. The School District reserves the right to postpone or cancel your usage in the event that the facility becomes needed for School District use, if such action is necessary for the best interest of the School District, or if you do not abide by the established rules and regulations.

2. The School District is not responsible for any injury to persons attending events of damage to, or loss of, personal property.  Your insurance carrier is responsible.

3. Activities in the school or on school property shall be in prudent, good taste as determined by the Superintendent of Schools.

4. Smoking is not permitted within the building or on school property.

5. Alcoholic beverages are not permitted on school property.

6. Food or beverages are not permitted on school property without prior approval.

7. School equipment may not be used without prior approval and training by a district representative, if needed.

8. Gym shoes must be used by participants in athletic activities in gymnasiums.

9. Lighting effects employing actual fire are not to be used; this prohibits the use of lighted candles, lamps, etc.

10. Wax, powder, resin or tape or any other substance cannot be used on the stage or gymnasium floors without prior approval.  Damage to floors and their refinishing through non-compliance will be the responsibility of the user.

11. Stage props or other equipment (i.e., sound or light equipment) may not be brought in or used without prior approval.  If approved, they must be removed by the using individual or organization upon the completion of the activity for which they were approved and stored in such a way as to not interfere with school activities.

12. Stage props may not be nailed to floors or walls or attached in any other fashion that would mar school property.

13. Stage props may not be pinned to stage curtains.

14. Stage lights and sound systems may not be used without prior approval.  The use of stage lights and sound systems will not be permitted without a qualified person from the using organization being trained and approved by a District representative.  The District reserves the right to define a qualified person.  Stage lights and sound systems may only be operated by District trained and approved persons.  Violation of this rule will result in cancellation of the activity.

15. Stage lights may not be moved or re-positioned without prior approval and this can only be done by a trained and approved person as stated in #14 above.  Violation of this rule will result in cancellation of the activity.  Stage lights must be returned to their original configuration at the conclusion of the activity by the organization’s trained personnel.

16. Auditorium sound system settings may not be changed without prior approval and this can only be done by a trained and approved person as stated in #14 above.  Violation of this rule will result in cancellation of the activity.  Sound system settings must be returned to their original positions at the conclusion of the activity by the organization’s trained personnel.

17. Proper stage lighting and auditorium sound equipment storage and security are the responsibility of the approved user.  It is the user’s responsibility to safely and properly store the equipment they have been authorized to use if the activity involves usage for more than one time or at the end of the activity.  Proper storage and security measures will be established at the time of the training of the organizations approved stage lighting and sound equipment operators.  It is the responsibility of the organization’s trained personnel to properly store and secure the equipment that they are authorized to use.

18. The members of the group approved to use a school facility should not be permitted to roam through the halls and the building being used, but must confine themselves to the room or areas approved for usage.  Washrooms may be used.  Supervision of minors to, from, and in washrooms is the responsibility of the approved organization.

19. Rooms or areas approved for usage should always be in the same condition at the conclusion of an approved activity as they were prior to the activity.  It is the user’s responsibility to ensure that this is done.

20. It is the user’s responsibility to provide adequate supervision of its participants, especially when the participants are minors.  The District reserves the right to define adequate supervision.  Failure to provide adequate supervision will result in the cancellation of the activity.  It is the user’s responsibility to assure proper conduct of its participants.

21. Each individual or organization using District facilities or equipment assumes responsibility for any cost to replace or repair any District property that is damaged or broken during their usage.

22. Each individual or organization approved to use District facilities or equipment agrees to assume responsibility for full compliance with these rules and regulations as part of the approval of their Application for use of School Facilities.
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