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BUILDING UTILIZATION FORM
REVISED 9/08


Name of Organization 









                   



Date of Application 





    Date of Activity 






Hours of Use:  from 


 to 


    Type of activity






Anticipated attendance 





    Admission charge 






Facilities requested for use at 




           School      Room(s) 





Number of chairs 

  Number of tables 

  Other equipment 






Designate any special arrangement of tables and chairs needed by selecting a diagram.

------------------------------------------------------------------------------------------ ------------------------------------------------------------

I have received and read the Buildings and Grounds Usage Rules and Regulations and assume responsibility for compliance with the provisions so stated and implied.  I understand that if I or my organization is not a school-sponsored applicant, a Certificate of Insurance must be furnished before use of the facilities with the following maximum requirements:

(1) River Forest Public School District #90 named as an additional insured.

(2) General Liability     -
A minimum limit of coverage for Bodily Injury and Property 

Damage of $1,000,000 each occurrence and $1,000,000 aggregate.



Excessive Liability  - $500,000 each occurrence and $500,000 aggregate.

(3) Indication that coverage is provided for damage to school property caused by the organization furnishing the Certificate and using the property.

(4) A 30-day prior written notice of cancellation clause.

Rental fees must be paid in advance according to the fee schedule.  The user will reimburse the District for custodial services.

Rental fee of $ 


 to be paid in advance.

Applicant: 








   Phone: 










(signature)

Address: 
















Approved: 

                     
     

        (Principal) 


             


  (Superintendent)

Certificate of Insurance received: 












All requests are to be presented to the principal’s office of the school involved.  After the Superintendent has approved the application, a copy will be returned to the applicant and copies sent to the school office.

Certificates of Insurance must be sent to the Office of the Superintendent.

BUILDING UTILIZATION FEE STRUCTURE

Classifications







A

B

C

D

Auditorium




NA

NA

$75

$150

Library





NA

NA

$50

$100

Classroom




NA

NA

$25

$50

Gymnasium




NA

NA

$50

$100

Kitchen





NA

NA

$30

$60

Playground




NA

NA

$30

$60

Shower Rooms



NA

NA

$30

$60

A kitchen facility must be used if any food or refreshments are served.

No towels are furnished with the Middle School shower rooms.

Fees are for a four-hour period (minimum) and will be increased proportionately for each additional hour.

Custodial overtime will be charged on dates that school is not in session or past normal closing hour on dates when school is in session.

Classifications

A. Organizations directly connected with District 90.

B. Local village non-profit organizations that use the facilities to conduct educational or recreational programs for local children or adults.

C. Community profit organizations.

D. Out-of-district organizations.

BUILDINGS AND GROUNDS USAGE RULES AND REGULATIONS*

Any person or organization wanting to use the buildings or grounds must file a Building Utilization Form with the principal of the building.

The school administration and/or Board of Education reserve the right to refuse the use of its buildings and grounds to any person, group or organization.

The Board of Education reserves the right to cancel a reservation for building use without liability.

After the contract has been approved, it becomes a contract with the applicant and the rights and privileges of such contract may not be transferred to any individual, group, or organization.

Custodial services include unlocking and locking the building, operation of normal lighting, heating and ventilating the building, setting up chairs and tables, normal clean up and putting rooms in order for regular use.  All other clean up must be performed by the renter under the direction and supervision of school staff.

No decorations or alterations may be made without approval of the building principal and all damage reimbursements shall be based on the satisfactory repair or replacement of the item.

Limits and Restrictions:

· Any activity or meeting carried on in school facilities or on school grounds shall comply with Federal and Illinois laws and be in conformity with Village ordinances and the dignity and moral standards associated with public schools.

· Smoking is prohibited in all school buildings (See District Ban on Smoking policy).

· Using and/or consuming peanuts/nuts or peanut/nut-based products is prohibited in any classroom/area designated to be nut-free (see Ban on Peanut/Nut Products).
· Intoxicants and illegal controlled substances shall not be permitted on the premises.

· Unless special arrangements are made in advance, only entrances and exits that have security systems shall be used.  Security systems are located at the Park Avenue entrance door at Lincoln School, at the Ashland Avenue entrance door at Willard School, and at the parking lot entrance door at Roosevelt School.

· Facilities shall not be used for the purpose of advancing any doctrine or theory subversive to the State of Illinois or the United States of America.

· Facilities shall not be used for parties, celebrations, recitals, or exhibitions, which are essentially private in nature or for personal recreation.

· Commercial use of the school facilities shall not be permitted unless it is educational in nature and is of benefit to school employees.

The Building Principal or an appointed designee is required to be on duty when the building is in use.

The approved applicant must be present during the use of the building and is responsible for adequate supervision unless other arrangements have been made with the principal.  Keys will not be loaned to a representative of any group using the facilities.

*Complete set in Administrative Procedure Handbook.

BAN ON SMOKING

It is the intent and obligation of the School Board to prohibit smoking and tobacco use on the District’s property.  Tobacco shall mean cigarette, cigar, pipe, or tobacco in any other form, including smokeless tobacco which is in any loose, cut, shredded, ground, powdered, compressed, or leaf tobacco that is intended to be placed in the mouth without being smoked.

The use of tobacco is prohibited on school property when the property is being used for any school purposes.  School purposes include, but are not limited to, all interscholastic or extracurricular athletic, academic, or other events sponsored by the Board or in which students of the District participate.  Smoking in school buildings is prohibited at all times.

Groups requesting the use of District facilities shall be advised of this policy and shall be required to adhere to it.

BAN ON PEANUT/NUT PRODUCTS

All outside organizations utilizing District property are prohibited from using and/or consuming peanuts/nuts or peanut/nut-based products in classrooms/areas designated to be nut-free.  This ban includes all nuts, peanuts, peanut products, or products containing traces of peanuts or tree nuts.  Strict avoidance of peanut/nut-based products in the school environment is the only way to prevent a life threatening allergic reaction.

Failure to adhere to this will result in the denial of the organization’s application and/or subsequent use of District property.




