ARLINGTON PUBLIC SCHOOLS







PERMIT NO.  A
DEPARTMENT OF FINANCE


APPLICATION FOR USE OF SCHOOL FACILITIES
  1.
School/Facility Requested


  2.
Name of Organization




  3.
Name and Title of Representative

  4.
Full Address, including Zip Code

  5.
Telephone Number (Day)          



  6.
Description of Activities


  7.
Name of Person in Charge of Activities

  8.
Title/Position                        


Phone Number

  9.
Number of Attendees: Children/Youth
0
Adults   
           Total


10.
Facilities Requested
	
DATE


From/To
	
HOURS


From/To
	
SPECIFIC SPACE REQUESTED
	
SPECIAL NEEDS OR EQUIPMENT

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


11.
Status of Organization
[] Non-Profit
 For Profit/Commercial

12.
Will a fee be charged for attendance at the activity?
 Yes
[] No
How much?

13.
Does the organization have General Liability insurance coverage?
 Yes
[] No

Current Insurance Co.                                               Coverage per Occurrence

14.
Is there a third party contract or arrangement with another group or organization?
 Yes
[] No

15.
Signature of Representative              
                       Date




TO BE COMPLETED BY SCHOOL/FACILITY STAFF
16.
IRS Non-Profit Evidence Received?
 Yes
 No

17.
Group Classification for Facilities Use Purposes
 1
 2
 3
 4
 Univ.
 APS

18.
Fees and Charges
Regular custodial hours                           @ $                      /hour
= $ 

Overtime custodial hours                         @ $                      /hour
=  

Rental fees for classrooms                       @ $                      /room
=  

Rental fee for gymnasium (large, small or TJ)



=  

Rental fee for cafeteria or multipurpose room



=  

Rental fee for auditorium





=  

Special fees or charges for                                                     
=  


Total Fees Due with Application



   $ 

w
19.
Approval Action by Building Principal or Designee

 Yes
 No
Signature                                                               Date


20.
Reason(s) for Disapproval 



21.
Conditions imposed











WHITE COPY RETURNED TO APPLICANT

FORM 07-08040 (Revised 11/99)
PINK COPY RETAINED BY SCHOOL/FACILITY


REGULATIONS GOVERNING THE USE OF SCHOOL FACILITIES

  1.
Application and Payment: Application and payment must be submitted at least two weeks prior to the event.  If an application and payment have not been received, the event cannot occur.

  2. 
General: The use of Arlington Public Schools facilities by groups or organizations other than those sponsored, administered or supported by Arlington Public Schools is governed by School Board policy stated in ASD 50-2.05 (Revised) and by such procedures and rules as are developed under that policy.

  3.
Custodial Service: Custodial service shall include unlocking, locking and securing the building, operating lights, providing heat and normal clean-up.  Arrangements must be made for custodial services in excess of these and additional charges may be imposed.

  4.
Furniture: Up to 30 chairs may be set up in a classroom, up to 300 chairs may be set up in a cafeteria or multipurpose room and other usual furniture will be available.  Storage cabinets and school supplies may not be used.  Arrangements must be made in advance for additional furniture and additional charges may be imposed.

  5.
Equipment: If the auditorium is rented, the usual equipment to operate the auditorium will be available to the renter to the degree it is present in the auditorium being rented.  Electrical panels may not be altered and heavy pianos must be moved by professional piano movers.

  6.
Additional Services: It is the user’s responsibility to ascertain the extent of services, furniture and equipment available as part of the normal contract.  If the user has needs beyond these limits, the user must advise the school/facility representative in writing, and the school/facility representative will respond to the request in a timely manner.

  7.
Decorations: No decorations shall be permitted that compromise safety or have potential to damage the building.

  8.
Advertising: Posting of advertising outside the area being rented is not permitted.

  9.
Drinking and Smoking: Drinking of alcoholic beverages and/or smoking are not permitted on school  or county property by users of facilities.

  10.
Games of Chance and Door Prizes: Games of chance or the giving of door prizes are not permitted when entry fees are charged or donations are solicited.

  11.
Accidents and Liability: Arlington County and/or Arlington Public Schools cannot be held liable in case of accidents and shall be held harmless and be indemnified by users and all participants relating to the user’s activity and/or event.  Users may be required to carry their own liability policy of $1,000,000 Combined Single Limit General Liability and may be required to name Arlington County and/or Arlington Public Schools as Additional Insured.

  12.
Police Supervision: The representative of the school/facility may request the user to provide police supervision.

  13.
Arlington County Civic Federation Members and Arlington Public Schools Parent-Teacher Associations: These organizations and their members are not charged rental fees and only pay custodial overtime charges for use of facilities during hours when custodians are not regularly scheduled to work.

  14.
Revocation: Permission to use facilities may be revoked at any time at the sole discretion of Arlington Public Schools.  If all or any part of fees or charges due are not paid prior to use, permission to use facilities is automatically revoked.  If a payment check fails to clear the issuer’s bank account, fees and charges are unpaid and permission to use facilities is automatically revoked.

  15.
Arlington County Ordinances: The user is responsible for compliance with all Arlington County ordinances.

  16.
Waivers: Fees and charges may be waived only by the Arlington County School Board upon recommendation of the Superintendent or his/her designee.  Requests for waivers must be submitted in writing at least six weeks before the event.

  17.
Appeals: Decisions to deny use or any other decision a potential user wishes to appeal shall be referred to the Assistant Superintendent, Finance, for prompt resolution.  The Assistant Superintendent, Finance, shall apply the rules and policies of the School Board in determining the appeal.

