SCHOOL TOWN OF MUNSTER

8616 Columbia Avenue

Munster, Indiana 46321

PERMIT FOR USE OF SCHOOL PROPERTY

	Name of Organization: ___________________________________________________________________

	Date(s): ________________________________________
	Date of Application: _____________________

	Building Desired: _________________________________
	Hours:         From _________ To: __________

	Event:  _________________________________________
	Room or Facility Desired:  ________________

	Building Open Time:  _____________________________
	Day(s) of Week:  _______________________

	Percent of Membership Munster Residents: ____________
	Non-Munster Residents: _________________

	Admission Charged:  _____________________________
	Attendance Expected:  __________________

	Other Facilities or Service Desired:  __________________
	

	Proceeds will be used for: _________________________________________________________________


(Where Applicable, Indicate Number Needed)

	Chairs  FORMCHECKBOX 

	*Coat Room  FORMCHECKBOX 

	*Concessions  FORMCHECKBOX 

	Custodians  FORMCHECKBOX 

	Equipment  FORMCHECKBOX 


	Kitchen  FORMCHECKBOX 


	Kitchen Supervisor  FORMCHECKBOX 

	Lectern  FORMCHECKBOX 

	Piano  FORMCHECKBOX 

	P A System  FORMCHECKBOX 

	Rest Rooms  FORMCHECKBOX 

	Tables FORMCHECKBOX 
 




* Operated by and proceeds retained by the clubs in the Senior High School Town of Munster

We have read, fully understand, and agree to abide by the rules, regulations, and restrictions governing the use of these facilities and agree to be responsible for any damage to school property due to such occupancy and for the strict observance of the rules and regulations of the Board of School Trustees relative to the use of the facilities.

___________________________

____________________________________________________

Print Name/Title




Signature

___________________________

____________________________________________________

Telephone Number



Address, City, State, Zip Code

The above request does not interfere with the educational program of this school.  The use of the necessary facilities for the above dates has been scheduled subject to Board and/or Superintendent’s approval.

___________________________

________________________

____________________

Principal




School 




Date

CERTIFICATE OF INSURANCE

The Certificate of Public Liability Insurance No. _____________ with ____________________ Company in the minimum amount of $500,000 per occurrence and $500,000 aggregate is herewith recorded.  A copy of this certificate must be on file in the District Activities Director’s Office, at Wilbur Wright Middle School, prior to the use of the facilities.

The above request is for purposes permitted by the rules of the Board of School Trustees and is approved or merits approval.

Assistant Superintendent: ________________________________


Date: ________________

Approval by Board of School Trustees: _______________________


Date: ________________

(Necessary only for out-of-school district organizations)

Estimate of Fees: (Office Use Only)



Copy to:

           Check
 Date

	Custodian 

Supervisor: ________________
	Use of Facility:  _____________
	
	Activities Director
	 FORMCHECKBOX 

	

	
	
	
	Administrative File
	 FORMCHECKBOX 

	

	Field Use: _________________
	
	
	Applicant
	 FORMCHECKBOX 

	

	
	
	
	Athletic Director
	 FORMCHECKBOX 

	

	Kitchen 

Supervisor: ________________
	
	
	Auditorium Director
	 FORMCHECKBOX 

	

	
	
	
	AV Director
	 FORMCHECKBOX 

	

	Other:  ____________________
	
	
	Building Principal
	 FORMCHECKBOX 

	

	
	
	
	Cafeteria Supervisor
	 FORMCHECKBOX 

	

	Parking Lot:  _______________
	TOTAL FEE: $______________
	
	Custodian Supervisor
	 FORMCHECKBOX 

	


RULES AND REGULATIONS COVERING THE USE AND RENTAL OF 

SCHOOL PROPERTY OF THE SCHOOL TOWN OF MUNSTER

General Requirements

The buildings and grounds of the public schools of the School Town of Munster shall be available for public use insofar as they may be used as follows:

1. For educational, civic requirements, and entertainment programs sponsored by responsible citizens, or groups of responsible citizens and pertaining to general welfare of the community.  The term “responsible citizen” is intended to mean a person at least 21 years of age, a property owner of this school corporation, and/or a person otherwise financially responsible.

2. Facilities shall be available for public use outside of school hours or at such times as not required by activities of school.

3. School property shall not be used for the teaching, promoting, disseminating, or furtherance of any authority or doctrine of subversive nature, intended or threatening to undermine or overthrow the constitutional form of government of the United States of America or the State of Indiana.

4. School employees may not use school buildings or facilities for personal gain.

5. The user expressly agrees to assume the entire responsibility for the defense of, and to pay, indemnify, and hold the School Town of Munster harmless from any and all claims, losses, damage, injury, and liability, whether allegedly caused by the negligence or fault of the user, the joint negligence or fault of the user and the School Town of Munster, or the sole negligence or fault of the School Town of Munster, resulting from, arising out of, or in any way connected with the use and rental, of the premises.

6. The user shall provide proof of public liability insurance in the minimum amount of $500,000 per occurrence and $500,000 aggregate.

Procurement of Permit

Upon application to the school building principal, facilities will be made available whenever possible to school affiliated groups and other organizations and persons meeting the following rules and regulations:

1. The use of all facilities for any purpose whatsoever shall be cleared through and initiated by the school principal.  Upon completion of the application, the applicant shall then present it to the Superintendent’s Office for determination of fees, responsibilities, and services required by the school corporation.

2. The use of the building will be strictly confined to areas designated or included in the permit.  The applicant and his organization will be held responsible for compliance with these rules by all persons participating in or pertaining to the activity.  In case of doubt, the school custodian or other representative of the school corporation on duty shall have immediate authority in any matter covering the use of the building.  Failure to comply with these rules and regulations will be sufficient reason to cancel future privileges of school facilities.

3. All permits issued by the school principal may be cancelled by the Superintendent for good cause.

4. Gambling, drinking, or the possession of intoxicants within the school building or on the school property is specifically prohibited.

5. No furniture or equipment (including pianos, stage equipment, audio-visual equipment, tables, or chairs) shall be used or moved without express approval on the permit.

6. The School district and its employees shall not be responsible for injuries, damage to or loss of property upon school premises sustained by applicant participating in a program, or to a patron of any program.

7. The use of special equipment such as stage lighting, scenery, curtains, picture projection, public address systems, folding goals, bleachers, etc., shall be permitted only when operated by school employees or other persons authorized by the School Board or its representatives.

8. No signs, displays or materials may be attached to or nailed against the walls, window glass, woodwork, draperies, blinds, stage equipment, grounds, drives, etc., without express approval on the permit by the school principal and the Superintendent’s Office.

9. It may be necessary for some organizations, depending upon the size of the group, to have police on duty.  These personnel shall be procured by the school corporation and charged to the applicant.

10.  Smoking in all school buildings and on all school property is prohibited.

11.  All rights for the operation of concessions are reserved by the school principal for the benefit of school organizations.

12. Food or drinks shall not be taken into dressing rooms, auditoriums, stage, gymnasium, or any other area except designated concession areas.

13. Established parking areas shall be used for all vehicles that are parked on school property.  At no time shall areas that are in grass, shrubs, etc., be used for parking.

Use of School Grounds

1. Concessions or refreshment stands shall not be constructed or operated, nor shall refreshments be distributed or concessions authorized in any fashion without the express approval of the Superintendent’s Office.

2. Buildings, including toilet facilities, will not be available for use unless a custodian is on duty during the time buildings will be used.

3. Erection of any athletic equipment, stands, bleachers, fences or buildings of any nature shall not be permitted without approval in writing by the Superintendent’s Office.

Rental Fees – School Affiliated Groups

1. There will be no rental fee for school affiliated groups, including organized adult participants in those groups, unless it requires additional personnel.

2. When school cafeterias are used, the Director of Food Services or other designated school employee must be present and must have general supervision of all kitchen equipment.

3. Other civic organizations may present their request to the Board.  Such requests shall be acted upon at the next official Board meeting following receipt of request.

Loan of School Equipment

1. No school equipment will be loaned to individuals or organizations outside the school corporation except by written permission from the principal.

2. In the event equipment is loaned, the building principal will be responsible to see that the equipment is returned in good condition.

3. The Business Manager shall be notified of all loaned equipment.

Schedule of Fees and Charges for Non-Affiliated Groups

1. School buildings are available at such times that they are not needed for school purposes.

2. The schedule of fees includes the use of facilities and does not include custodial services or other special employees as may be necessary.

3. The School Corporation reserves the right to cancel any meeting that interferes with school functions.

SCHEDULE OF FEES

School Affiliated Groups

School affiliated groups, including organized adult participants in those groups, will be permitted to use school facilities at no charge, when school custodians are on regular duty and it does not require taking the custodian from his regular assigned duties.  If facilities are used at a time when custodians are not regularly on duty, the organization shall be charged under Schedule B-Personnel.  If kitchen facilities are used, a cook must be present to supervise the use of kitchen equipment.  The organization shall be charged under Schedule B-Personnel.  (If the organization only needs a coffee pot, table, and/or sink, the Principal can make these facilities available without requiring a cook to be present.)

Other Organizations and Groups

All non-school affiliated groups permitted to use school facilities shall be charged under Schedule A-Facilities.  No charge will be assessed for custodians if facilities are used when school custodians are on regular duty and it does not require taking the custodian from his regular assigned duties.  If facilities are used at a time when custodians are not regularly on duty, the organization shall be charged under Schedule B-Personnel.  If kitchen facilities are used, kitchen personnel must be present to supervise the use of the kitchen equipment and the organization shall be charged under Schedule B-Personnel.

The rental charges represent a 3-hour minimum charge for the facility for a single usage.  Any rental of facilities for rehearsal shall be reduced by 50% for each rehearsal.

Schedule A –Facilities

	
	NON-MUNSTER ORGANIZATIONS
	MUNSTER ORGANIZATIONS
	PARKS & RECREATION

	
	
	Commercial Organizations or Admission charged, proceeds not used for local civic projects (3-hour minimum)
	No Admission Charged or Admission Charged, proceeds used for local civic projects (3-hour minimum)
	Hourly Rate

	Auditorium
	$200/hour
	$600 minimum
	$150/hour
	$450 minimum
	$100/hour
	$300 minimum
	$50/hr

	Cafeteria w/kitchen
	Not Available
	Not 

Available
	$105/hour
	$315 minimum
	$70/hour
	$210 minimum
	$30/hr

	Cafeteria w/o kitchen
	$125/hour
	$375 minimum
	$60/hour
	$180 minimum
	$30/hour
	$90 minimum
	$30/hr

	Classroom
	$25/hour
	$75 minimum
	$20/hour
	$60 minimum
	$15/hour
	$45 minimum 
	$15/hr

	Elementary Gym
	$140/hour
	$420 minimum
	$120/hour
	$360 minimum
	$60/hour
	$180 minimum 
	$50/hr

	Field w/ lights
	Not Available
	Not 

Available
	$500/hour
	$1,500 minimum
	$250/hour
	$750 minimum
	$100/hr

	Field w/o lights
	Not Available
	Not

Available
	$250/hour
	$750 minimum
	$125/hour
	$375 minimum
	$50/hr

	Fieldhouse
	$200/hour
	$600 minimum
	$150/hour
	$450 minimum
	$100/hour
	$300 minimum
	$50/hr

	Specialty Rooms
	$75/hour
	$225 minimum
	$60/hour
	$180 minimum
	$30/hour
	$90 minimum
	$30/hr

	Swimming Pool
	Not Available
	Not

Available
	$250/hour
	$750 minimum
	$125/hour
	$375 minimum
	$50/hr

	WWMS Gym
	$175/hour
	$525 minimum
	$125/hour
	$375 minimum
	$70/hour
	$210 minimum
	$50/hr


Schedule B – Personnel Rates for Above
All personnel charges will be at the overtime rate of pay plus the cost of benefits (FICA & Retirement) for work outside the normal workday.  Anytime the personnel necessary are requested to do any cleanup of facilities or supervision during regular work hours, facility users will be assessed the normal hourly rate for that class of employee.  Such hourly rates will be determined prior to the opening day of each school year.  The pay rate will remain in effect until the next school year.

A deposit equal to 50% of the facility rental charge is due 10 days prior to the event.  The deposit shall be refunded or applied toward the payment of rental charges.

Effective 8/16/04

