Kendall Central School

Kendall, New York 14476

STAFF REQUEST FOR USE OF FACILITIES

NAME OF PERSON MAKING REQUEST________________________________________________  GROUP _______________________________________  DATE _____________​​​​​​​​_____________  
	DAY
	DATE
Month/Day/Year
	RESERVE TIME
	EVENT TIME
	BUILDING

ES or HS
	AREA(S) REQUESTED
	PURPOSE FOR 

THIS USE

	
	
	       am/pm to                    am/pm
	           am/pm to                   am/pm
	
	
	

	
	
	       am/pm to                    am/pm
	           am/pm to                   am/pm
	
	
	

	
	
	       am/pm to                    am/pm
	           am/pm to                   am/pm
	
	
	


__________ Approved          __________ Denied _______________________________________________    _____________________







Building Administrator



Date

Notes:

DISTRICT OFFICE USE ONLY 

__________ Approved          __________ Denied _______________________________________________    _____________________







Superintendent 




Date

NOTES:
1. Anyone wishing to use the District facilities/property shall first check the on-line calendars for availability before completing and submitting the form.
2. This yellow facilities usage form shall be completed for use of any space or outside property within the District and signed by the Building Administrator and forwarded to the Superintendent for final approval. 

3. In the event of inclement weather, the Superintendent has the final authority on whether facilities are usable.

4. Intoxicants shall not be brought onto District facilities/property at any time.
5. All posted rules must be adhered to.
6. 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. 

7. Any damage to District facilities/property shall be promptly reported to the building principal.  
8. If maintenance personnel are not available, make sure all doors are locked and lights are turned out when leaving. 
9. All areas used must be cleaned-up after use of the facilities. 

10. Permission to use the facilities/property may be revoked at any time. 

11. Any organization with youth under 18 years old requires the presence of adequate adult supervision at all times. 

12. Please make sure you know where a telephone is located for use in the building you are using before beginning the event in case of an emergency.

13. New York State Law prohibits smoking or other use of tobacco within all district buildings and on all school grounds.  
14. Prior to the start of the event, an announcement should be made to your group regarding emergency evacuation procedures.  Pointing out posted procedures, directions for exiting, how to respond to fire alarms, location of AED’s etc.  

15. In the event of an accident, please notify the custodian on duty, and call the District Office the next morning.  In the event of an accident resulting in blood or bodily fluid spill, the incident must be reported to the custodian on duty immediately to ensure proper clean-up.

16. All occupants are to be notified of the fire exit plan and the location of the fire alarm pull stations and AED locations prior to the start of the event.  Instructions for evacuation are prominently posted throughout all buildings. 

17. The District does not discriminate on the basis of race, color, national origin, physical impairment, martial status or sex in its educational programs or employment services.
ORIGINAL:  Requesting Individual    COPIES:  Building Admin.  /  Head Building Custodian  /  Director of B & G  / G. Fling  / Director of Athletics  /  Head Cook  /  Librarian  /  District Office
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