




























Manchester Local School District, Manchester, Ohio 

     File:  KG 
 

COMMUNITY USE OF SCHOOL FACILITIES 
(Equal Access) 

 

Recognizing that the school facilities are publicly owned, the Board may allow the use of school 
facilities by students and various community organizations for their special activities whenever 
possible.  However, the Board has the responsibility of maintaining the building in acceptable 
condition for the educational program, of requiring that money budgeted for educational 
purposes not be used for non-educational activities and of insisting that reasonable regulations be 
established and applied. 
 
The use of school facilities by the community is governed by law and the rules and regulations of 
the Board.  School facilities are made available for use by groups of citizens or responsible 
organizations, with the understanding that use is not permitted to interfere with the regular 
school program.  If it is subsequently determined that the facility is needed for a school activity, 
any permit issued for community use of school property is subject to cancellation.  Such action is 
taken only when necessary and always with regard to the desire of the Board to encourage the 
use of school facilities by the citizens of the community whenever not needed for school-
sponsored activities. 
 
The cost for the usage of facilities are to reimburse the district for personnel costs such as a 
custodian or cook associated with the activity. 
 
The facilities manager is responsible for forwarding to the Treasurer’s office the fees to be billed 
to users.  The Treasurer’s office shall invoice for assessed fees, deposit receipts into the General 
Fund and credit the building expense budgets accordingly. 
 
 
[Adoption date:  June 29, 2005] 
[Revision date:  June 28, 2006] 
[Revision date: May 18, 2011] 
 
LEGAL REFS.: The Elementary and Secondary Education Act; 20 USC 1221 et seq. 
 Title VIII, Section 801 
 ORC 3311.215 
  3313.75; 3313.76; 3313.77; 3313.78; 3313.79 
  4303.26 
 
 
CROSS REFS.: KGB, Public Conduct on District Property 
 KI, Public Solicitations in the Schools 
 
 
THIS IS A REQUIRED POLICY 
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COMMUNITY USE OF SCHOOL FACILITIES 
(Equal Access) 

 
 
The Board encourages the community use of school facilities.  It is necessary, however, to ensure 
that such use does not interfere with the regular school purposes, and minimize undue burden 
upon personnel or strain the limited funds allotted for building services and maintenance; 
therefore, specific regulations have been established. 
 
Conditions Governing Use of School Facilities 
 
 1. An employee of the Board must be on duty whenever a facility is used by an 

organization or group, unless pre-approved by the Superintendent or his/her designee. 
 
 2. No facility is used for commercial or personal gain. 
 
 3. Community Use of school facilities will not begin with their activities until school is 

dismissed in the afternoon. 
 
 4. On days when school is closed because of snow or other calamity, all activities 

scheduled for that date are canceled or postponed. 
 
 5. Facility controls must be operated by district personnel only. 
 
 6. Kitchen equipment is not used by any group unless arrangements are made to have one 

of the regular food service workers present. 
 
 7. There is no smoking or alcoholic use or consumption on school district property. 
 
 8. The procedure for use of the athletic facilities follows the conditions outlined for the 

use of the other facilities.   
 
 9. Groups which use school facilities must possess liability insurance and/or sign a waiver 

releasing the District from liability. 
 
Applications 
 
An application is necessary for the usage when a group or organization not part of the District 
wants to use school facilities.  An applicant must assure the Superintendent that the 
group/organization complies with all regulations and respects the property, equipment and 
grounds of the school. 
 
Applications must be issued on a designated form.  The following conditions are to be observed: 
 
 A. Fees are assessed in accordance with a schedule adopted by the Board.  
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 B. Permission must be obtained from the facility supervisor for the use and re-
arrangement of any school equipment or furniture.  If such items are to be moved, 
they are moved by the using organization and replaced in the original location. 

 
 C. Food may be served provided that care is taken to ensure that the area used is left 

as clean as it was before the activity. 
 
 D. Service from the custodial staff is to be limited to admitting the organization after 

its sponsor arrives, assisting the sponsor in an advisory capacity concerning the 
facilities to be used and closing up and properly securing the facilities when the 
organization has left. 

 
Processing the Application 
 
Application forms are available in the office of the facility supervisor.  The application of a 
community group to use school facilities is filed with the facility supervisor at least seven days 
prior to the date of the proposed activity, with a copy sent to the Treasurer. 
 
Use of Special Equipment 
 
Arrangements for the use of special equipment such as projectors, pianos, public address 
systems, scoreboard controls or other equipment belonging to a school must be made with the 
facility supervisor at the time the application is filed.   
 
School equipment must be carefully maintained, accounted for and properly used since it 
involves a considerable expenditure.  It is a general policy not to loan school equipment to 
outside groups. 
 
 
(Approval date:  June 29, 2005) 
(Approval date:  June 28, 2006) 
[Revision date: May 18, 2011] 
 
THIS IS A REQUIRED REGULATION 
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Manchester Local School District, Manchester, Ohio 

File:  KG-1-E 
 
 

BUILDING USAGE FEE SCHEDULE 
 

 
Meeting 
 
GROUP CLASSROOM MULTI-PURPOSE GYMNASIUM KITCHEN 
A no charge no charge no charge N/A 
B no charge* no charge* no charge* N/A 
C No charge* $10.00* $15.00* N/A 
 
 
Meeting with meal 
 
GROUP CLASSROOM MULTI-PURPOSE GYMNASIUM KITCHEN 
A no charge no charge no charge** no charge** 
B N/A no charge* no charge* no charge* 
C N/A $25.00* $25.00* $25.00*** 
 
 
Fund-raiser 
 
GROUP CLASSROOM MULTI-PURPOSE GYMNASIUM KITCHEN 
A no charge no charge no charge no charge 
B N/A $10.00* $20.00* no charge*** 
C $10.00* $50.00* $100.00* $25.00*** 
 
 
*There is no charge if the group has an employee of the Board willing to supervise the facility.  
Otherwise a fee must be paid for the service of a school employee in accordance with the 
classified contract.  Fees include the retirement contribution which reflects the District’s share of 
retirement. 
 
**Extra custodial help may be required and fees paid in accordance with the classified contract.  
Fees include the retirement contribution which reflects the District’s share of retirement. 
 
***Fees are paid for the cook in accordance with the classified contract.  Fees include the 
retirement contribution which reflects the District’s share of retirement. 
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FACILITY REQUEST/RENTAL AGREEMENT 
 
 

NAME OF ORGANIZATION      
 
BUILDING AND ROOM REQUESTED     
 
(School Use:  Classification of Organization) 
 
 1. _____ Facility requested for meeting only 
 2. _____ Facility requested for meeting with meal (to be served by: _________________) 
 3. _____ Facility requested for activity receiving a donation, charging admission or 

otherwise raising funds 
 
Requested Dates:       
 
Activity: __________ 1 __________ 2 __________ 3 
 
Time: From __________ To __________ 
 From __________ To __________ 
 From __________ To __________ 
 
Approximate Number of People       
 
Equipment Needs         
 
         
 
Estimated Fees         
 
Activity:  Classroom _______ Multi-purpose/Cafetorium _______ Gymnasium _______  
Kitchen _______ Custodial _______ Cook _______ 
 
Total per each usage:      
      
      
      
 
PAYMENTS:  Checks are to be made payable to Manchester Local School District 
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HOLD HARMLESS AGREEMENT FOR USE OF SCHOOL FACILITIES 
 

       
(name of group or organization) 

 
 

In consideration of the use of the facilities of the Manchester Local School District, the above-
named group or organization agrees to defend, hold harmless and indemnify the Manchester 
Local School District Board of Education, its officers, members, employees and agents, in both 
their official and individual capacities (collectively the “Board”), from all liability, claims, 
demands, damages, or costs for or arising out of the use of the facilities by the above-named 
group or organization or persons enjoying use of the facility as members or invitees of the above-
named group or organization, unless the injury is the result of the negligence of the Board or its 
employees. 
 
         
Signature     Title (if applicable) 
 
           
Name (printed)     Date above signed 
 
The undersigned accepts full responsibility for condition of the used facilities and agrees to pay 
for all damages or loss not the result of normal use as well as regular charges pursuant to fee 
schedule. 
 
           
Signature of Organization Representative   Date 
 
           
Address      Phone 
 
           
Principal Authorizing Use (Signature) 
 
Personnel Assigned: Custodian __________ 
  Cook: ______________ 
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USE OF FACILITIES ATTENDANCE ROSTER 

 
In consideration of the use of the facilities of Manchester Local School District, I, the 
undersigned; agree to defend; hold harmless and indemnify the Manchester Local School District 
Board of Education, its officers, members, employees and agents in both their official and 
individual capacities, from all liability, claims, demands, damages, or costs arising out of the use 
of the facilities 
 
NAME   SIGNATURE                                                DATE 
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