Kendall Central School

Kendall, New York 14476

FACILITIES USAGE REQUEST FORM

NAME OF GROUP OR INDIVIDUAL MAKING REQUEST___________________________________________________________ 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
	
	
	


Special materials-equipment and quantity requested ______________________________________________________________________________________________ 

________________________________________________________________________________________________________________________________________ 

________________________________________________________________________________________________________________________________________ 

(1) We agree that we or other qualified adults shall be present and actively supervise all the participants in attendance from the beginning of the activity until all participants have left the school grounds. 

(2) We agree to reimburse the Kendall Central School District for any and all additional cost-expenses incurred by the District for these requested functions.  

(3) We agree to be responsible for the liability and accident insurance coverage for all the participants in these requested functions.  We agree to assume full responsibility for the safe and orderly conduct of all participants in attendance.  We agree to assume full responsibility in seeing to it that all Kendall Central School District policies, rules and regulations as well as NYS Education laws and regulations are strictly adhered to by all of the participants in attendance.  Please see back of form for more details.  
(4) If you would like more specific information, please request this from the Superintendent’s Office personally or by calling 659-2741.

2 Names must be listed below.


NAME


SIGNATURE 

TELEPHONE


ADDRESS

Group’s Adult-in-Charge ___________________________________________________________________________________________________________________ 

                                   ___________________________________________________________________________________________________________________ 

Group’s Alternate Adult-in-Charge ___________________________________________________________________________________________________________ 

                                         ___________________________________________________________________________________________________________________ 

**************************************************************************************************************************************** 

DISTRICT OFFICE USE ONLY
The requests of ___________________________ were ________ approved ________ not approved by the ________________________________ on _______________ 

as follows: ______________________________________________________________________________________________________________________________ 

Superintendent’s Signature: ________________________________________________________________________________________  Date: ___________________

Notes:    A copy of your insurance coverage must be received by the District Office before your event.

ORIGINAL:  Group or Individual Making Request  COPIES:  Business Office /Bldg. Admin. / Head Building Custodian  /  B&G Dir.  /G. Fling / Dir. of Athletics  / Head Cook  / Librarian  / District Office
FORMLETT/Facilities Usage Form                     Revised: May 2010                      page 1 of 2                               - SEE BACK - 
NOTES:

1. This green facilities usage form shall be completed for use of any space within the District by outside organizations and forwarded to the Superintendent for final approval.  

2. A certificate of insurance MUST accompany the requested functions thereby holding the Kendall Central School District harmless of any liability or damages caused by your group.  No outside organizations will be allowed to use District facilities without coverage of insurance. 

3. In the event of inclement weather, the Superintendent has the final authority on whether facilities/property is 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 repaired at the user’s expense.  No exceptions.  
8. All areas used must be cleaned-up after use of the facilities before leaving from your event. 

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

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

11. Fee for use of the facilities/property will be determined by the Business Office after the event, following hours of use.  An hourly rate will be determined each school year by the Business Office. 
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 in all buildings and on all school grounds.
14. 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 post or structure, etc.) are allowed without prior approval. 
15. All occupants are to be notified of the fire exit plan and the location of the fire alarm pull stations prior to the start of the event.  Instructions for evacuation are prominently posted throughout all buildings.
16. All accidents must be reported to 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. 
17. The District does not discriminate on the basis of race, color, national origin, physical impairment, marital status or sex in its educational programs or employment services.
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