Facilities Maintenance

770-473-2825
Extension 160100

HELP COMPLETING THE CLAYTON COUNTY PUBLIC
SCHOOLS

FACILITY USE CONTRACT




Clayton County Public Schools Facility Usage Board
Regulation:

Before submitting a Facility Use Contract, please take a moment to review the
CCPS Facility Usage Board Regulation, linked below.

As outlined in Board Regulation KG-R(1):

“The Clayton County Public Schools (CCPS) Superintendent and/or designee
may grant the temporary use of school facilities to other organizations as
provided herein. The Principal or designated Building Administrator has primary
custody of school facilities assigned to him/her by the Superintendent and Board
of Education and must have knowledge of the group that wishes to use the facility
and must personally approve the person to be in charge of the activity.”

https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=KG-
R(1)&Sch=4038&5=4038&C=K&RevN0=1.22&T=A&Z=R&St=ADOPTED&PG=6&SN=true



https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=KG-R(1)&Sch=4038&S=4038&C=K&RevNo=1.22&T=A&Z=R&St=ADOPTED&PG=6&SN=true
https://simbli.eboardsolutions.com/ePolicy/policy.aspx?PC=KG-R(1)&Sch=4038&S=4038&C=K&RevNo=1.22&T=A&Z=R&St=ADOPTED&PG=6&SN=true

Your role in the approval process:

Apglicants: It is the role of the applicant to complete the
Facility Use contract, obtain the insurance policy and the
certificate of insurance, and provide payment for the facility 48
hours prior to the event date. Before submitting a Facility Use
contract, please be reminded to review the procedure located on
the CCPS Maintenance website. For further assistance and

—2N-A7

clarification, ptease call Maintenance; 770-473-2825, dial 9.

Schools/ Facilities: It is the role of the Building

Administrator to notify applicants of any updates to the Facility
Use contract and to review the contents before submitting to the

Area Superintendent’s Office.

Area Superintendent/ Safety and Security: It is the
role of these departments to review Facility Use contracts before
sending to the next step in the approval process.

***Director of Nutrition: In the event that the kitchen is being
requested for a contract, the signature of the Director of Nutrition
must be obtained before an approval is issued.

Maintenance: Maintenance reviews contracts and contacts the

locations if more information or a correction is needed. Once all
required information and signatures are received, Maintenance
notifies the school and departments of the approval.




How to Locate the Facility Use Contract

Always print the Facility Use contract directly from the
Clayton County Public Schools Maintenance website in order
to ensure that the most recent contract and price list 1s being
used. Out dated contracts will not be 1ssued an approval.




CLAYTON COUNTY FUELIC SCHOOLS FACILITY USE CONTRACT
School Related: Yes [ No Vaiid with District’a Signature only
Croke One To be completed by Aosicant Gontraci Mo CLAYTON COUNTY PUBLIC SCHOOLS FACILITY USE CONTRACT
Sehool Faciity Reguestsd: Date(t) of Ues Requssted: Terms and Conditions
Spave Requesied: Time 1 Ener AdmissionParticipation Charged? (Please initial each Term/Condition)
Gymrasium  CIPLC [ yes No ) ) L . .
[ tuditeeiom ] Addendum Time i Leave: Amaunt: Aduit § Crudent § 1. Public Safety: Nothing contained in thiz Lease chall be construed fo probibit the Department of Puklic
[ cateteria [ Stadiurr: ) ‘Safety, Health Department, Police Department, Fire Department, or any department of the Clayton County e
Dowre:  Dore i S L Public Schools, fs agents or employees, from entering the leased premises for the purpose of discharging The Cla ton Cou nt FaCIIIt Use
Name of Groug or Organization Numbe1 in Group Nature of Orgarization: their lawful duties. The sidewalks, passageways, halls, stairways, seating and exits specifically shall not be y y y
O Gover Agency Clan-Profi chatrucied by the Lessee or any other person.
Addiess of Group or Orgasization. Egi'mﬂm Grouwp SOC:CWP 2 Weapons are Prohibited: WEAPONS OF ANY KIND are prohibited on or within any Clayton County School .
st — Dicirc ropertyor facilty. This incuces any and ol acivices hat coour before,during or afer any eventor CO ntra Ct Incl udes 3 pages Of
Ccly 3k p other activity that is held on or within a Clayton County Schoal District property.
Tyge of Activly 3. Search: All Persone are subject to search, including but not limited io, person, bags and parcels.
Coriact Person Name Telephons Number 4 Alcohol Use: POSSESSION OF ALCOHOL IS PROHIBITED on Clayton County Public Schools’ property by e, 0 °
;oS S S Terms and Conditions. Each item
= = = . No Smoking: SMOKING 1S PROHIBITED on Clayton County Public Schools’ property by Clayton County L]
| DO HEREEY AGREE THAT | WLL BE RESPDNSIBLE FOR THE FROPER USE OF THE FACIUTIES INDICATED ABCOWE AND AS OUTLINED IN THE . - N .
“TERMSICONDITIONS FOR THE USE OF SCHOOL FACILITIES", | HAVE ENCLOSED A CERT FICATE OF NSURANCE AS OUTLINED BELOW. Board of Education policy and the Official Code of Georgia 16-122. o
E. Objectionable Material: Lessor reserves the nght, fhrough its adminisiration, to remove any objectionable ° ‘L°
e - - partylparties from the building or grounds, and upon an exercise of this authonty, through any of its must be Inltlaled b the
Date Signaturs of Appiicant committess, agents, or policemen. To the extent permitted by law, Lesses hereby waives any and all daims
MAKE CASHIER'S CHECK OR POSTAL MONEY ORDERS FATARLE T0. CLATTON COUNTY FUBLIC SCHOOLS for damages against Clayton County Puklic Schools in the event of such an occurrence.
— 7. Insurance Requirements: Lessor reserves the right to require Lesses to provide adequate liability insurance < < M
e D O Weve DO mERTTLoT s requesting group/ organization
Applicabls Facility Chargas #  Hours Rabeperteur | Prior by using achoo fooliies, groupa not direstly slbed b he Public Schoolz. Failure to secure said inzurance or bond will cauze the Leasse to forfeit the use of the facility. °
schocl program must provide @ certificete of inswance indicatng Commercial Lessess andior Lessees changing admission, taking orders or selling merchandise specifically
Faciyuss Charge  [lves [ne _— g:&&*&ﬁ;:ﬂm;: e b 'T“r:::"’;:ﬁnx agree to camy comprehensive, liability insurance with a company authorized to do business in Gecegia of not
cuspsaisevkes [dves [ONe __ __ §____ | mestrefact the Chayion Counby Pukiic Schools = e certficate less than $500,000 for bodily injury to any one person and $1,000,000 for kodily injury from any one accident e CO n rac a n Or e erl I .S
it o Llves : holder asd as an pddfions inswred for e daration of e grow's and $100,000 for property damage for any one accident to protect Lessee and Clayion County Public
== il o ol ok il s Eoe cpert mong i, Schools against damages that may occur. A certificate of insurance to the faclity administrator may be
Securty Chaege Cves Cwe _ 5 the cerfcale must sontain a stalement thal no “othiefc partcipants . . ° o .
are excuded on he labilly hsaance. Yos may obain his required 3 days priorto the event.
Equpmen Chage [ 1ves [ne _ insurance from any msurance agent of your thirce. 8. Wility: Lessor will fumish air conditioning, heating, and lighting, which in its sole cpinion, are adequate with a n CO n I I O n S a re n O I e O u
Mairt Supt Charge  [Jves [ T respect to the intended use under this leaze. Lessor will fumish custodial services as it may deem necessary.
N o e Pl dCopismoibition for: Fee Watiac If the: Lessee wishes to do itz own cleanup, and this is approved by the facility administrator, no custodial .
et —= == = Parmerwtn CCP5 [lYes L1t charge will be assesced, othemwise Lessee will be charged for custodial senvice. Exdra costs incurred by I h I f h
DredorafNaion TENE P Of B e excessive electrical requirements will he paid by the Lessee. The failure to fumish air conditioning, heat, e n I re y’ e a p p rova O r e
Toelbwes ElhaFeor [1Reducad oo ) lightz, or custodial senvice shall not abrogate this agresment and shall not entitle the Lessee to any rebate on
DO NOT SIGN BELOW THIS LINE FOR CCPS EXECUTIVE 5TAFF ONLY——— the rental costs.

————— L]
9 Gare of Facility: Lesses accepis the building in good order and repair, and agrees to refum it to the Lessor in COntraCt WIIl be dE|a ed
Prinzipal Signature: Mame of COPS Event Suparvicor: the same condition, normal wear excepted. Lessee agrees to reimburse Lessor for any expenses Lessor y .
incurs in refuming the facility to its condition prior to the lease.

. . B 10. Care of Facility: No nail, tacks, staples, brads, or other things shall he driven into any portion of the bulkding,
Chiat/ Areat & ot Sigratiiry: L and no changes, alterations, repair, painting, staining, or doing anything that will change the finish,
appearance, or contour of the building, will be permitted without the: written conzent of the Lessor. Use of any
Safety and Securty Signanrs: Date type of cohesive tape is prohibited. Nothing, including pins, shall be attached to any curtaine.
11. Electrical Hazards: No person shall be permitted to bring to the building or grounds or kesp herein anything

which shall increase the rate of fire insurance on the buildings or on any part of property therein. Such items
Circlz Reason fir Denia” (Time Confiict) [Propoced Lie Incompathle with Buiding Design) as gasoline, explosives, oils, or any other artificial lights shall not be permitted in the buildings or on the

¥

Application Spproved [¥e: Cua FeaWawer [ I¥oFees []ResczdFess() [IFul Fees

{Unzatsfactory Expedence with Group) (Othet - ) grounds without the consent of Lessor in writing. The Clayton Countty Public Schools reserves the right to
limit the number, amperage, and wattage of lishts, fivtures, or equipment for any event. All decorative

deniTias: Mai Director 1Si 5 Date




Completing the Facility Use Contract
Applicants MUST:

CLAYTON COUNTY PUBLIC SCHOOLS FACILITY USE CONTRACT
v Complete the entire top portion of | School Related: Yes @ Valid with District's Signature only
the contract Circle One To be completed by Applicant Confract No.
v" Review and initial each Term and School Facility Requested: nMaintenance HS Date(s) of Use Requested: 5/5/2018
Condition
v Provide payment in the form of a Space Reql!ested. Time to Enter: Admission/Participation Charged”
Cashier’s Check of Postal M Gymnasium [JPLC &:30 P XYes ] No
ashierss Lheckor Fostal Vloney Auditorium [ Addendum Time to Leave: Amount: Adult ¢ .00 Student $
Order [ Cafeteria [ Stadium &4.00
v' Provide a certificate of insurance, [ Grounds [_] Other 9:30 pmm Child$____ Other§__
which must reﬂect “Clayton ' Name of Group or Organization Number in Group Nature of Organization:
County Public Schools 1058 Fifth Ovoanwlz ation Nawe 0 L] Government Agency [X{ Non-Profit
Avenue,'J.onesboro GA 30236"” as Address of Gmuﬁjor Organization: SReligiuus Group Soivic Group
the .cgrtlflc-ate holder and as an 1924 Rental Ave Proﬁt Other
additional insured _ _ L] Business
City _jonesboro State G A Zip 30234
John Doe F 7O FHHF-HHHFF | Type of Activity
Note: Contact Person Nam ) Telephone Number
ThiS iS a legal document. Please d() Ema": JDMWJDB@@VW“LL.ODM Dal/we o‘ t/ CDVb’CCSt

not leave any section blank oryour o\ coeoy s sore TuAT | WILL BE RESPONSIBLE FOR THE PROPER USE OF THE FACILITIES INDICATED ABOVE AND AS OUTLINED IN THE

contract cannot be processed. “TERMS/CONDITIONS FOR THE USE OF SCHOOL FACILITIES’. | HAVE ENCLOSED A CERTIFICATE OF INSURANCE AS OUTLINED BELOW.
October 1, XXxX l»ﬁn Dee

_ Date Signature of Applicant I




Certificate of Insurance & Insurance Policy

Prior to using school facilities, groups not directly related to the school program must provide a

Certificate of Insurance in addition to the Insurance Policy indicating liability
coverage in the amount of at least one million dollars (51,000,000.00) per occurrence general aggregate.
The certificate must reflect Clayton County Public Schools as the Certificate Holder and as an Additional
Insured for the duration of the group's use of the facility as specified above.

For sports related activities, the certificate must state that no "athletic participants" are excluded on the
liability insurance.

An insurance agent of your choice can provide this coverage.



Completing the Facility Use Contract

Principal/ Building

Administrator must:

v

v

verify that all sections of the contract are complete and

required documents are received

complete the “Applicable Facility Charges” section using the
price list to calculate total due (contact departments i.e.
Safety & Security and School Nutrition, to determine proper
charges)

verify that insurance policy is received and that certificate of
insurance reflects CCPS as the certificate holder

approve or deny contract

forward the original signed contract, insurance certificate
and policy, and a copy of the payment to the Area
Superintendent

keep a copy of all forwarded documents for your records
forward the payment (Cashier’s Check or Postal Money
Order) to Alma Phillips in Business Services on a cash
collection form

Safety & Security will determine how many officers

will be required for each event.

Maintenance Department will give the final

decision by denying or approving/signing the contract.

MAKE CASHIER’S CHECK OR POSTAL MONEY ORDERS PAYABLE TO: CLAYTON COUNTY PUBLIC SCH VO/VE oy
SBORO.
Insurance Certificate ﬂ‘(es CIno Will kitchen be used? Cves MNO
Applicable Facility Charges # Hours  Rate per Hour Prior to using school faciliies, groups not directly related to the
school program must provide a cerfificate of insurance indicating
Facility Use Charge mYes Cno =2 5150 liability coverage in the amount of at least one milion dollars
) _ [ ($1,000,000.00) per occurrence general aggregate. This certificate
Custodial Services @Yea No =2 235 must reflect the Clayton County Public Schools as the certificate
holder and as _an additional insured for the duration of the group’s
Tech Support Charge [ves g No 3 use of the facility as specified above. For sporis related activities,
Security Charge M ves [No 2 2 s45 the certificate must contain a statement that no “athletic participants”
) are excluded on the liability insurance. You may obtain this
Equipment Charge Cves &NO 5 insurance from any insurance agent of your choice.

|:| Yes

Maint. Supt. Charge

&No )

Principal’s Recommendation for Fee Waiver

Cafeteria Worker(s) byl Yes  [INo $ Partner with cCPS [Jves [INo
Director of Nutrition Provide explanation of partnership/services
Total Due $ $ 825.00 [ INoFees [JReduced Fees (%)

Principal Signature: gsﬁncéﬂafcgéqnature 10/6/xx Name of CCPS Event Supervisor_9Chool Contact
Date & Phone Number

Chief / Area Superintendent Signature: %rea ¢guperz'ntenc[ént cgéqnature Date zo/zo/acac

Safety and Security Signature: Date 10/11,/9@9@

Dafety and Decurity s diqnature
A 7 u

Fee Waiver [_INoFees [JReduced Fees (1) CFull Fees

Cno

Circle Reason for Denial: (Time Conflict) (Proposed Use Incompatible with Building Design)
(Unsatisfactory Experience with Group) (Other - )

Application Appmved:/@ Yes

Superintendent/Designee/Maintenance Director /Signature: Maintenance Director s cgg'flmlture Date 10/20/xx




Principal’s Recommendation
for Fee Waiver

If the Principal/ Building Administrator As stated in Clayton
would like to request that a contract be County Public Schools
approved for no or reduced fees, they Board of Education
must provide a letter dated and signed regulation KG-R(1)
that outlines the following: ’

- Explanation of the already established  Principal’s Recommendation for Fee Waiver “Facility fees may be
waived for activities that

t hip bet th izati ;
PATEREIP ;meggps_e oreanizaton Partner with CCPS Yes No are directly related to
* Account of in-kind or monetary Provide explanation of partnership/services S/chool programs ;
services that the organization has and/or youth centered,
donated to CCPS. No Fees Reduced Fees (%) orovided there is no

*  Why this organization should be
eligible for reduced facility usage fees.
* **Note that ONLY the Facility Use Fees . .
: i involved...Superintendent

may be considered for reduction, all . -
other fees are still applicable unless a.nd/or Designee W'“.g've
otherwise stated by the final approval for waivers

Superintendent and/or Designee . of fees.”

admission fee for the
activity



Facility Use Contract
Approvals

CLAYTON COUNTY PUBLIC SCHOOLS FACILITY USE CONTRACT
wwm@ Walid with Déstrict's Signuture oaly

Once the contract has been signed and
approved by the Maintenance Director or
Designee:

v" a contract number will be assigned

v" the contract will be scanned and emailed to:
1. Principal/Building Administrator

2. Facility Bookkeeper
3. Area Superintendent
4. Energy Management
5. Safety and Security
6. Nutrition Director (If applicable)

Caete Ora To be compieted by Acohcant l ComtractMo.
School Facility Requested. pApLntenance HS Datels) of Use Requested p oy =, Dec, 15 5 Jawn 2
Rieguesied Tient: 1o Enter Parscpaton Charged?
i.r:mnm 1 &0 pa § Yes I e
Clacstorm [ Addendom Time = Leave Amourt Al $§ R.00 Sasent §
. Caldetera - Sadurm 4+ 4.00
£ Grounds L Oher 920 p Cod 87 _Omar§__
Nare of Grow of Deperazaton Mumter e Geoup E{lﬂdw -
— Orgawization MNAKE gD L] Govermmert Agency L Non-Proft
Address of Growp or Organization L Religiows Grop L} Cavic: Geoup
1224 Rental Ave LPwllt L
— - _ - S Buarens
Cty Jowesboro Sate oA Ip 20224
____JohnDoe PO FNE-NHAT Ty of Actity
Cortact Peryon Narme = Teiephore Number
Emat __Johndoe@amail com Dawnce Off/ Contest

10O HEREEY AGREE THAT | WiLL BE RESPONSIELE FOR THE PROPER USE OF THE FACLITES NDNCATED ABOVE AND AS QUTLINED M THE
TERMSCOMDITIONS FOR THE USE OF SCHOOL FACLITES™ 1 MAVE ENCLOSED A CERTFICATE OF NSURANCE AS OUTLINED BELOW

October 1, xxxx Jetin Dee

ara excluded on fhe kability insurance.  You may obiain them

Diate Sgratre of Azglcart

MAKE CASHIER'S CHECK OR FOSTAL MONEY ORDERS FAYABLE TO: CLAYTON COUNTY PUBLIC SCHOOLS

Insurance Carticals [yes OIne Vil kitchan b used? Oves [Eno
Applicabls Facility Charges L Hours  Rate pes Hous Pror fo ming school laciibes, groups nol direclly retsled to the
Z school program musi provede a corbficale of insurance mdcabng
Facility Usa Charge  Bl¥es [Tlho = 5150 habddy coverage in the amount of @t leas! one millon doflory
i = = ($1,000,000 00) per ccourrence genernl aggregaie.  The ceriifcale
Custodial Services. [ ¥es e = 325 must roflect the Claylon Coundy Public Schools as Bw corficabe
hakder and 25 an addtonal insured for the durabon of the group's

Tech Support chage L ves  SlMe 3 ot ol the L S e i
Sycurty Chatgn Byes e =2 = s45 the carfificat misst conlamn o stabement thil no “athietic paricipants”

Equipmand Change Ovee EHne 3 inasurance from any NAUrance agent of Your chaics
[ Ov
minl. Bupt. Crisrge - m $_. Principal’s Recommendation for Fee Waiver
Catotodia Worker(s)  Bves e L — Parnerwith CcPS [Clves Ta
- Provede explanation of parnerstp/senees
TowlDue s B2o.00 DOlroress ClReduced Foes (%)

m=mmm===D0 NOT SIGN BELOW THIS LINE FOR CCPFS EXECUTIVE STAFF ONLY ========

Principal Signature fﬁﬁnﬂ_’paf ':!jignﬂ'ture 1o/ 6/ xx Mame of CCPS Event Supervisor School Contact

oo & Phone Number
Chiet | Area Superintendent Signature: #¥rea Duperintendont Fignature Date o/ 1o/ xx
Safety and Security Signature: Fafety and Fecurity s Signature Date_re/ 14/ xx
Application Approved: B ves  [lne | FoeWsiver [NoFoss [ReducedFeos (%) (JFull Fees

Circe Reason for Demal. (Time Confict) (Proposed Lise incompatibde with Building Design)
{Unsatsfactory Expenence with Group) (Other - )

Superintendent Designee/Maintenance Director /Signature: :lfznm'ntmmcr :ﬁl'mre'r > “335"«3“ T Nage rw".:lofm




CCPS Facility Use Contract

Who to Contact:
Schools and Facilities Contact individual School or Facility
Performing Arts Center Rental (PAC) Contact PAC at 770-473-2875
Professional Learning Center (PLC) Contact PLC at 770-473-2795
School Field Rentals Contact individual School Athletic Director
Stadium Rentals Contact Athletic Director 770-473-2845



CCPS Facility Use Contract

~_ Points to remember:

v Allow at least 2 -3 weeks to process request.

v' The most updated contract should always be used (Facilities/Maintenance website).

v To avoid delays, the certificate of insurance and insurance policy should be provided
when the contract is submitted or no later than 48 hours prior to the event date.

v' Clayton County Public Schools 1058 Fifth Avenue, Jonesboro 30236 (as stated) should
be listed as the Certificate Holder.

v To avoid delays, payment must be received when the contract is submitted or no later
than 48 hours prior to the event date.

v' Payment must be made in the form of a Cashier’s Check or Postal Money Order no
personal checks or cash will be accepted.

v' Payments should be made payable to Clayton County Public Schools with a copy of
payment forwarded to Maintenance and applicable departments for record keeping
(Custodial, Safety and Secuirity, etc.). Please scan a copy of the payment and email it to
the Maintenance Admin, or forward via Interoffice with the contract.




Facility Use Contract

For any further assistance, please contact the Maintenance office:

770-473-2825, dial 9
Extension 160100

Thank you.



