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Section II- Community Relations
Use of School Facilities

The primary function of our buildings and facilities at Broken Arrow Public Schools is to enhance the quality of education for all students. Our classrooms and support facilities offer the best opportunity for educational success. We are proud to have some of the finest facilities in the state.  By opening its facilities for use by community organizations, the District intends to create a limited forum. 
Our intent is to share these facilities with the public and accommodate certain community and organizational events. Broken Arrow Public Schools encourages and supports the rental and/or use of our buildings and facilities.
Application
Individuals or organizations applying for the use of Broken Arrow Public Schools facilities will be provided information regarding policies, procedures, and fees. Anyone with questions regarding rental and/or use of District facilities should contact the Community Services Office.  A written application for the use of Broken Arrow Public Schools facilities for any purpose other than normal classroom activity or regularly scheduled school activity shall be made to the Director of Community Services, Broken Arrow Public Schools. The Director of Community Services, in consultation with the Office of the Superintendent of Schools, shall coordinate the use of school facilities by non-school organizations. Appropriate administrative guidelines, rules and regulations, as necessary, shall be developed by the Director of Community Services and designated staff members.
Permitted Use
The Board of Education may open any school building and permit the use of any property belonging to the School District for an educational, civic, cultural, literary, political, religious, recreational or scientific function and any other purpose of general public interest:
1. Which is beneficial to the youth of the community, community at large, or to the programs of the Broken Arrow Public Schools;
2. Which does not result in an increased tax burden on the citizens of the Broken Arrow Public Schools; and
3. When the intended use of the facility by the organization is consistent with the permitted use as described in this Policy.    
Prohibited Use
School facilities will not be used for:
1. Meetings which promote subversive teachings and doctrines contrary to the spirit of American institutions;
2. Activities tending to cause unrest in the community or which reflect upon or promote discrimination against citizens of the United States because of race, color, national origin, disability, creed, religion, age, sexual orientation or sex;
3. Any activity that may be destructive or injurious to the buildings, grounds or equipment; or
4. Any purpose in conflict with school objectives or not approved by the superintendent or designee.
Responsibility of Applicant
The applicant and the organization will be held responsible for the proper use of the facilities and for the conduct of persons attending the event.  They will ensure that activities are confined to the areas requested and to the hours approved in the application.  The applicant and/or organization will indemnify the District for any theft, loss or damage to school property over and above the normal wear expected from the use thereof, and will make prompt payment for such theft, loss or damage.  The Director of Community Services or designee will be the judge of unwarranted damage to school property.  Users of school facilities will ensure that activities are conducted at all times under competent adult supervision.  
No applicant may sublet any part of the facilities named in the application request.  All requests for applications for repetitious use of school facilities will be renewed at least annually and subject to review by the Administration.  Users of school property must assume responsibility for the safety and protection of the audience, workers, and participants to the extent required by law.  The Superintendent or designee reserves the right to require minimum limits of public liability and property damage insurance for all groups using any school facility and to require there be evidence presented to the Community Services Office in the form of a certificate of insurance, showing Broken Arrow Public Schools as an additional named insured.
Payments in Advance
Some payments for the use of school facilities are required in advance and must be received at the Community Services Office at least 72 hours before the scheduled time of use.  The Community Services Office will inform the applicant of payment requirements at the time the application approval is communicated.
Cancellations
Failure to cancel a request to use school facilities at least 24 hours in advance of the meeting will obligate the applicant and organization to pay for all custodial and other expenses incurred in opening the building for use.  Cancellation of permission may be ordered whenever such action is deemed in the best interest of the District.  However, such cancellations will not be made except when unforeseen emergencies arise, and then with as much advance notice as possible.  Permission may be canceled by the Superintendent or designee if conduct or violation of school policy, rules or regulations warrants.
Non-school Days
Broken Arrow Public Schools facilities will be available on non-school days, such as weekends, holidays, and summer months, provided proper application is made and approved by the Community Services Office, and provided such use does not conflict with use of the facilities by school organizations or students.
Time Limits
Permission for non-school afternoon meetings before 4:00 p.m., or evening meetings that will extend beyond 10:00 p.m. on regular school days may not be granted.  Evening meetings may not extend beyond 10:00 p.m. on regular school days and may not extend beyond 11:00 p.m. on weekends unless permission is granted for an extension of time by the Community Services Office.  Admission to school facilities will not be permitted more than 30 minutes before the time stated on the application.  All facilities must be cleared within 30 minutes after the closing time stated on the application.  Requests for morning, afternoon, and/or evening use all on the same day will be approved at a quoted rate.
Drinking, Smoking, and Weapons
The use of alcoholic beverages, low-point beer, and tobacco, and the use or possession of weapons will not be permitted on any Broken Arrow Public Schools property.
Charges
Charges made for the use of school facilities are based on the cost of operating expenses not otherwise incurred such as utilities, supplies, maintenance of facilities, security, custodial services, cafeteria services, District personnel or administration services necessary to process each application, as well as a charge for the use of the space.  Such reimbursement charges are subject to change as the Community Services Office deems necessary.  The Community Services Office maintains a calendar of events and coordinates scheduling, management and supervision, as well as appropriate custodial and maintenance services.
School organizations, such as student organizations, the PTA, BAHS Alumni Association, District Class Reunions, school employee groups and educational organizations are granted building use without charge on regular school days as long as such use does not conflict with regular school sessions. Organizations which qualify for use of facilities without charge on weekdays may be charged regular or special rates for facility use on holidays, Saturdays or Sundays, for week day use that extends beyond the designated time (or requires extra duty labor), and for weekend fund raising activities.  Expenses related to the use of designated school facilities may be waived at the discretion of the Director of Community Services for the above mentioned groups.  Other groups may present information to the Superintendent or designee so that they can establish that they are youth-serving organizations for which fees should be waived for periodic meetings.  If there should be additional meetings of the above-mentioned or other school-affiliated and youth-serving organizations, they will be charged for custodial services and/or cafeteria employee services as required, according to the regular fee schedule as determined by the Superintendent.
The use of school facilities by a religious group for religious services or instruction will be restricted to an occasional, temporary or emergency basis. "Occasional" use is defined as use for a single event or use on an irregular or infrequent basis. "Temporary" use is defined as use for a period of time, during which the group is engaged in an effort to build, expand or locate a permanent church facility. If, at the end of a six-month period, the group has not completed its efforts, the Board of Education may extend the group's use of school facilities for a period of time to give it the opportunity to do so. The fee charged for this use will be raised 25% at the time of this renewal.
Because of the volume of requests received by the Broken Arrow Public Schools for use of school facilities by non-school groups on Wednesday evenings and Sundays, the Board of Education will consider each application submitted for use of school facilities at those times. Principals and other administrators should refer such requests to the Director of Community Services. In addition, to avoid scheduling conflicts between non-school groups and school organizations, requests by school organizations to use school facilities on Wednesday evenings and Sundays should also be referred to the Director of Community Services for Board review.
Use of school facilities for the purpose of dances shall be limited to school-sponsored activities or PTA sponsored activities at individual secondary schools, held for students in the district. Requests for use of school facilities by non-school organizations for adult dances for civic or recreational purposes will be limited to those groups that are locally based within the Broken Arrow School District and can provide documentation of their non profit tax status. No other requests will be considered. 
If the Director of Community Services, Executive Director of Administrative Services or another administrator believes that the proposed use of a school facility may not satisfy the requirements of school policy, they will contact the Superintendent of Schools. The Superintendent will review the application and determine whether to refer the matter to the Board of Education for consideration.
Athletic Facilities
Permission to use athletic facilities does not include permission to use the athletic equipment belonging to the School District.  Special permission from the District Athletic Director must be given for that use.  Use of athletic equipment may be subject to additional fees.  Practice sessions will be allowed for non-school organizations provided sessions do not involve the presence of spectators.
Educational Programs, Camps, Clinics, and Lessons Using District Facilities
Staff of the District may conduct approved programs benefiting youth and furthering the objectives of the District outside their regular contract hours. If the programs do not require a fee from students or program sponsors, then the program will be treated as if it were a similar program being conducted while school is in session, and no fees will be charged.   If those programs require a fee from students, the staff member is required to complete the Application for Use of School Buildings, and the following conditions will apply:
· If the sessions are structured as a School Activity Fund fundraiser, the staff member may receive pre-approved stipends as an expense of the project. The revenues will be deposited into the School Activity Fund account, and no rental fees will be charged to the staff member.  No proof of insurance is required.  Board of Education approval is required for all fundraising activities. 
· If the sessions are structured for the staff member to charge the students a fee (and the program is not a School Activity Fund fundraiser), and the staff member is not paid by the District and is conducting the program for youth in the public interest, then reasonable facilities use fees will be charged to the staff member (as determined by the Community Services Office), and the staff member may retain the student fees as compensation.  Proof of commercial general liability insurance will be required.  
· If the sessions are structured as programs offered through Community Education for which students are charged a fee and the staff member is paid by the District, no rental fees will be charged and no proof of insurance is required.  
Athletic Facilities, Special Rate Qualification
To encourage use of athletic facilities by local non-profit organizations/community groups and District employees, a special fee structure is applicable to those who meet the following requirements:
· The group agrees to provide supervisors for continuous patrolling of facilities/fields during entire period of usage by group; 
· The group using the facility will be responsible for guaranteeing safe and proper use of the facility/field; and 
· The group provides liability insurance. 
Concessions
Concession rights at all school facilities are reserved for the District.  Use of District concession stands must be in compliance with District contracts.
Use of Building, Equipment, and Facilities: Insurance, Supervision and Other Obligations
All non-school organizations using the facilities will be required to provide liability insurance that names the Broken Arrow Public Schools as an additional insured.  The Superintendent reserves the right to require public liability and property damage insurance in the amounts designated by the District for all users under this policy.  Specifically, users of District facilities may be required to obtain a commercial general liability policy, in which the District is an additional named insured, for an amount not less than $125,000 for personal injury or death of any individual ($1,000,000 in the aggregate) arising out of a single act, occurrence or accident and an amount not less than $25,000 for any claim/claimant for loss of property arising out of a single act, accident or occurrence.
Any user requesting the use of a public address system, spotlight, or other such District-owned equipment must so state on the application. Such equipment may only be operated by an authorized District representative. Use of such equipment by any user is at the discretion of Broken Arrow Public Schools. Scheduled use of the video board will be dependent upon availability of District staff.  Additional charges will be required.
Any user requesting the use of District technology must so state in the application. A request must be made at least three months prior to the event.  A District IT staff member must be present at all times that District technology is being used. If software must be installed or computer configuration changes are necessary, then an additional charge will be required.
Any user requesting use of cafeteria kitchen facilities or concession stands must so state in its application. The cafeteria kitchen facilities, excluding concession stands and catering kitchens, may be operated only with an authorized District representative present. Use of the cafeteria kitchen is at the discretion of Broken Arrow Public Schools and with the approval of the Director of Food Services.
The user will protect the building and facilities against unreasonable wear, illegal uses, and vandalism. Users will be responsible for damages.
Only District personnel or an authorized designee will be permitted to open, set up, clean up, and close a rented facility. Under no circumstances will keys be given to any user.
Local or outside organizations using the facilities for a fund raiser may be required to employ an appropriate number of custodians and/or supervisors as determined by Plant Operations supervisors.  School groups using District facilities (excluding the Performing Arts Center) for fund raisers will not be charged for use of facilities other than direct operational costs such as custodial charges, electrical, etc.
Special Consideration
The activity cost for non-school organizations that involve Broken Arrow students may be determined on an individual basis.  The cost for non-profit organizations and Partners in Education shall be considered on a case-by-case basis.  Boy and/or Girl Scout groups may use school facilities, excluding the PAC, as space is available as determined by the site principal between 3:30 and 5:30 p.m. without charge.  All other activities beyond 5:30 p.m. must complete a Building Use Form with Community Services and may be subject to fees resulting from operational expenses.
Source: Broken Arrow Board of Education policy adoption, July 13, 2009.
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Organization Making Request: Today's Date:

School Requested: Number Expected: Time Doors Open:

Event Date(s) 

(MM/DD/YY):

From to From to

Set-Up Date 

(MM/DD/YY):

From to From to

Rehearsal Date(s) 

(MM/DD/YY):

From to From to

Space Desired:

Auditorium Cafeteria Classroom (Rm #) Computer Lab Conference Room

Gymnasium Media Center Other (Specify)

If BAHS, specify which gymnasium G M N

Electronics Needed (if available):

Podium/Speaker's Stand Podium Microphone Number?

Presentation Easel(s) Number? Wireless Handheld Number?

Stage Lapel Number?

Sections Number? Projector (for overhead transparencies)

Risers Number? Projector (LCD) - Presenter must provide computer

Tarps Software required on lab computer(s):

Table(s)    

Rectangle 6' Number? Screen

Rectangle 8' Number? Internet Connection

Round Number? TV w/VHS

Cafeteria Number? TV w/DVD

Chair(s) Number?

Tech Support to set up electronics Needed (Please be specific):

Special Set-up Arrangements:

Is a Meal to be Served? Yes No

Name of Catering Service:

Custodian Requested for:       Total Time of Activity Clean Up Only

Organization Representative to be in Charge of Activity:

Title: Telephone:

Address: City: Zip:

Applicant's Name: Email Address:

For Business Office Use Only:

Insurance Yes No

Number of Custodians Assigned Estimated Fees

Broken Arrow Public Schools is an equal opportunity educational institution. 



I,theundersigned,doaffirmthatIhavereadtheregulationspertainingtotheuseofschoolfacilitiesandherebyagreeto

complywiththerulesandregulationsoftheBoardofEducationgoverningtheuseofschoolbuildings,andjointlyagree

to be responsible for any damages that may occur to the building or the equipment during such use.  

NOTE: Equipmentwhichisdangerous,unsafeortooheavyshouldnotbemovedbystudents. Ifunsure,

consult site administrator.



Rehearsal Time:  AM/PM



Application for Use of School Building



Purpose of 

Event:



Broken Arrow Public Schools --- Broken Arrow, OK  74012

Actual Time of Event: AM/PM



Set-up Time: AM/PM

Set-up Requirements:



Rev. 7/12/10
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		Application for Use of School Building

		Broken Arrow Public Schools --- Broken Arrow, OK  74012

		Organization Making Request:																																																												Today's Date:

		School Requested:																																		Number Expected:																										Time Doors Open:

		Purpose of Event:

		Event Date(s) (MM/DD/YY):																						From												to										Actual Time of Event: AM/PM																From										to

		Set-Up Date (MM/DD/YY):																						From												to										Set-up Time: AM/PM																From										to

		Rehearsal Date(s) (MM/DD/YY):																						From												to										Rehearsal Time:  AM/PM																From										to

		Space Desired:

						Auditorium														Cafeteria												Classroom (Rm #)																								Computer Lab														Conference Room

						Gymnasium														Media Center																Other (Specify)

				If BAHS, specify which gymnasium																														G						M						N

		Set-up Requirements:																																								Electronics Needed (if available):

						Podium/Speaker's Stand																																				Podium Microphone																		Number?

						Presentation Easel(s)																Number?																						Wireless Handheld																Number?

						Stage																																						Lapel																Number?

						Sections																Number?																				Projector (for overhead transparencies)

						Risers																Number?																				Projector (LCD) - Presenter must provide computer

						Tarps																																				Software required on lab computer(s):

						Table(s)

								Rectangle 6'														Number?																				Screen

								Rectangle 8'														Number?																				Internet Connection

								Round														Number?																				TV w/VHS

								Cafeteria														Number?																				TV w/DVD

						Chair(s)																Number?

		Tech Support to set up electronics Needed (Please be specific):

		Special Set-up Arrangements:

		Is a Meal to be Served?																						Yes												No

		Name of Catering Service:

		Custodian Requested for:																								Total Time of Activity																								Clean Up Only

		Organization Representative to be in Charge of Activity:

		Title:																																																						Telephone:

		Address:																																												City:																								Zip:

		I, the undersigned, do affirm that I have read the regulations pertaining to the use of school facilities and hereby agree to comply with the rules and regulations of the Board of Education governing the use of school buildings, and jointly agree to be responsible for any damages that may occur to the building or the equipment during such use.  
NOTE:  Equipment which is dangerous, unsafe or too heavy should not be moved by students.  If unsure, consult site administrator.

		Applicant's Name:																																										Email Address:

		For Business Office Use Only:

				Insurance														Yes								No

				Number of Custodians Assigned																																						Estimated Fees

																																																																								Rev. 7/12/10

														Broken Arrow Public Schools is an equal opportunity educational institution.
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