OAK PARK SCHOOL DISTRICT
13900 GRANZON • OAK PARK, MI 48237 • 248-336-7710

OFFICE OF MANAGEMENT SERVICES

APPLICATION FOR USE OF SCHOOL BUILDINGS
PERMITS ARE SUBJECT TO THE POLICIES, RULES & REGULATIONS ESTABLISHED BY THE OAK PARK BOARD OF EDUCATION

	Date of Application:
	     
	
	Day Phone:
	     

	Person Making Request:
	     
	
	Evening Phone:
	     

	Address:
	     
	
	Type of Activity:
	     

	City:
	     
	
	Date(s) of Activity:
	     

	Name of Group:
	     
	
	Time(s) of Activity:
	     

	Bldg. Requested:
	     
	
	No. of People Expected:
	     

	Room(s) Requested:
	     
	
	Person(s) Responsible:
	     

	
	     
	
	Home Telephone:
	     


Are you planning to change an admission fee or make other collections from persons participating in your activity?   FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No
Indicate any of the following which you will need:

	     
	Number of Chairs
	
	     
	Audio Visual
	
	     
	Gym Setup

	     
	Number of Tables
	
	     
	Projector & Screen
	
	     
	State Arrangement

	     
	Piano
	
	     
	Kitchen
	
	     
	Security


	OTHER
	     

	     

	     


The Oak Park School District reserves the right to designate which rooms and facilities may be used by an organization at any time.  Use of rooms and facilities may be refused or cancelled due to vacation schedules, inclement weather, school closings or other unforeseen circumstances.  The School District will not be liable for any consequential or other damages incidental to cancellation or unavailability of rooms or facilities for any reason.  In such event, the School District will only be liable for a refund of the deposit paid with this application.
If the application is granted, the person/organization making application and signing such agrees to abide by the rules and regulations printed on the reverse side of this application.

A deposit of 25% of total cost is required at the time the application is submitted.

	Signature of Applicant/Representative:
	      
	Date:
	     


Please sign and return

	


PERMIT FOR USE OF SCHOOL FACILITIES

	Approved by the Office of Business/Finance:
	     

	Copies to School Personnel:
	     

	
	     

	
	     

	
	     

	
	     

	
	     


NOTICE:  The following charges must be paid by the above organization to the School District at the Office of Business at least 2 hours before the scheduled use.
	RENTAL RATES

	
	Weekdays
	Weekends

	Classrooms:
	$
	     
	$
	     

	Gyms:
	$
	     
	$
	     

	Cafeterias:
	$
	     
	$
	     

	Kitchen
	$
	     
	$
	     

	Pool:
	$
	     
	$
	     

	Auditorium
	$
	     
	$
	     

	Multi Purpose Room
	$
	     
	$
	     

	Bldg. Rental Fee
	$
	     
	$
	     

	AV Supervisor and/or Crew
	$
	     
	$
	     

	Custodial Fee:
	$
	     
	$
	     

	Security Fee:
	$
	     
	$
	     

	Other Fees:
	$
	     
	$
	     

	TOTAL FEES:
	$
	     
	$
	     


USE OF SCHOOL FACILITIES BY NONSCHOOL GROUPS
RULES AND REGULATIONS

(Replaces & Supersedes all Previous Rules & Regulations)

An organization using a school facility agrees to comply with all applicable laws and local ordinances.

No illegal substance, or any alcoholic beverages are permitted in or around any school building, or any school district property.

No person under the influence of alcohol or drugs will be permitted on school property.

No use of activity will be permitted in school district facilities which would interfere with or detract from the education program or the promotion of public health, welfare, safety and recreation.

No use of a school facility will be permitted which would unreasonably interfere with or detract from general public use and enjoyment of the facility.
No use or activity will be permitted in school district facilities that may be reasonably likely to incite violence, crime, or disorderly conduct.

Admission charges or collections are prohibited unless permission is specifically granted upon a permit.  Such permission will be granted only when the proceeds, after necessary expenses, will be used solely for religious, charitable, philanthropic, civic, or other non commercial or non-personal purposes.

Fire Prevention:
a. The use of open flames such as lighted matches, candles, etc. is forbidden.  Electrical extensions and decorations must be flame proofed.

b. Decorations such as posters and banners require special permission.  Flimsy decorations such as straw, leaves, excelsior, or streamers are never permitted.  No paper lanterns or draped lamps are to be used.  No paper, grass, leaves, or shrubs are to be placed in contact with footlights.  The placement of posters, banners or drapes, curtains, walls or stage equipment requires special approval.
c. Exits and stairways must be free at all times of obstructions.

d. Smoking is prohibited at all times, in all areas – Buildings and Grounds.

An organization using a school facility (including organizations for which a rental waiver has been granted) will be charged for additional custodial help and/or custodial overtime.
Custodial fees are not to be paid directly to custodians.

The building must be vacated promptly at the hour stated on the application.  Buildings must be cleared and locked by 11:30 p.m. unless specific prior approval is given by the Superintendent or his or her designee.

Proper supervision shall be provided by those to whom the use of the building is granted.  This includes proper police attendance if necessary.

Persons or organizations using school property shall be responsible for damage or loss of school property and shall pay replacement costs.

Permission to use school facilities does not carry with it permission to use school property unless specifically requested and approved.  There will be an additional charge for such use, including for non-charged organizations.  No equipment or other personal property shall be removed from the premises without specific permission.  The school district reserves the right to require that school district equipment be operated only by experienced school employees, whose services will be paid for by the organization using the facility.
No permits will be issued to persons less than eighteen (18) years of age.

The Executive Director for Business and Finance shall review the application and inform the applicant in writing of his or her decision to grant or deny or if necessary request additional information.  If approval is granted, a permit shall be issued.  A denial of the application shall include a description of the reasons therefore, which may include, but are not limited to the following:

a. Ineligibility of the organization under Board policy.

b. The proposed use would be in violation of Board policy or rules and regulations.

c. The facility requested is not available for use of the community, or is not available on the date or at the times requested.

d. Failure or refusal of the organization to give the required written assurances that the rules and regulations governing facility use will be observed.

e. Inappropriateness of the requested facility for the proposed use due to size, design, availability of parking, or other similar reasons.

f. The proposed activity or use is reasonably likely to incite violence, crime, or disorderly conduct.
g. The proposed activity or use is likely to result in damage to, or destruction of the facility requested or equipment or other personal property located therein.
h. The proposed use or activity would require excessive, or burdensome expenses for operation or maintenance by the Board of Education.

i. The applicant or organization has previously made use of school facilities and violated applicable rules and regulations.  Within three days after receipt of a written denial, the applicant may appeal such decision.  In writing, to the Superintendent who shall review the application and denial and issue a written decision within five working days upholding or overruling the denial.  
Security – Application for rental will be reviewed by the school district’s Chief of Security who will determine the level of security necessary for the event for which this application is made.  Payment for the security services deemed necessary by the Chief of Security must be received in advance of the event along with any other rental fees or charges which may be due.

USE OF SCHOOL FACILITIES BY NONSCHOOL GROUPS
(Replaces & Supersedes Policy Number 1330, 1331, 1333, 1335)

POLICY 1332

A. School buildings and their facilities shall be made available to the public only in accordance with statutes, and policies of the Board of Education.
B. School facilities will be made available to qualified organization regardless of race, creed, color, nation origin, age, sex, religion or disabling condition of members of the organization.  Organizations which plan activities open to the public shall not limit attendance on the basis of race, creed, color, national origin, age, sex, religion or disabling condition.

C. School facilities shall be first made available for the use of nonprofit organizations the majority of whose members are residents of the district.  Applications from organizations outside of the district may be approved if no request for the same facilities has been made by a resident organization.
D. An organization desiring to make use of a school district facility shall submit an application form approved by the administration to the Office of Management Services at least two weeks prior to the proposed use.  The applicant must describe the nature of its group or organization, the date(s) and time(s) of the proposed use, a detailed description of the proposed use or activity, including estimated attendance and the desired building and/or room, and any other information deemed necessary by the administration.

E. Organizations using a school district facility must agree to indemnity and hold harmless the school district, and its agents and employees, from and against all claims, damages, losses and expenses, including attorney fees arising out of or resulting from such organizations use of school facilities or property, including the loss of use resulting therefrom, and including loss or theft or damage to any of the school district’s fixtures, equipment and personal property including such property owned by students or employees of the school district.
F. An organization using a school facility may be required to maintain such insurance for the benefit of and naming the school district as an insured to protect it from all claims for damages because of bodily injury, including death, and from the use of the premises, by the organization, its members and invitees, including contractual liability insurance as applicable to the organization’s obligations to indemnify and hold harmless the school district as stated in Paragraph E of this section. The minimum liability limits of such insurance, if required, will be established by the administration in determining whether to require insurance.  Factors to be reviewed will include, but not be limited to, the risk of loss which may occur and the extent to which the proposed use is consistent with the aims and objectives of the Oak Park School District.
G. An organization using a school facility must agree to pay in advance a rental fee established by the administration and approved by the Board of Education and to abide by all established rules and regulations.

H. If necessary, the Superintendent or his or designee may cancel any application previously approved in order to serve the best interests of the district.

Adopted by Board of Education

July 1, 1995

	     
	, agrees that in consideration for permission to use facilities


of the Oak Park School District, its members, employees, officers, their quests, invitees, family members and all other persons using the facilities and equipment of the Oak Park School District under this grant of permission do so at their own risk.
The Oak Park School District shall not be liable for any damages arising from personal injuries or property damage, caused by loss, theft or vandalism or otherwise sustained by any member, employee, office, their guests, invitees, family members and all other persons sustained in, on or about the premises of any such facilities.  All persons using the facilities under this grant of permission assume full responsibility for any injuries or damages which may occur to any one of them in, on or about the facilities of the Oak Park School District, its board members, employees and agents from any and all claims, demands, damages, rights of action, or causes of action, present or future, whether the same be known, anticipated, or unanticipated, resulting from or arising out of said persons’ use or intended use of the facilities and equipment of the Oak Park School District.

Applicant acknowledges that the use of rooms and facilities may be refused or cancelled due to vacation schedules, inclement weather, school closings or other unforeseen circumstances.  Applicant agrees that the School District will have no liability for consequential or other damages incidental to cancellation or unavailability of rooms or facilities for any reason. In such event, applicant’s only remedy will be a refund of the deposit fees accompanying its “Application for Use”.
Applicant hereby agrees that it will not permit any member, employee, officer, their guests, invitees, family members and all other persons to utilize any of the facilities or equipment of the Oak Park School District without first executing an individual Waiver and Release of Liability Agreement required by the Oak Park School District.

	Dated:
	     
	, 200
	     
	
	     

	
	
	
	
	
	Name of Organization


	     

	Street Address

	     

	City
State
Zip

	     

	Telephone Number


	By:
	     


