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Pamlico County Schools
Procedures For School Facility Use
The Community Schools Act of 1981 passed by the North Carolina General Assembly encourages the use of public school facilities by non-school groups.  It is the intent of the Pamlico County Board of Education to comply with this statute and the pleasure of the Board to make facilities available to serve the meeting needs of our community.  When considering facility rental requests, however, the Board of Education and school system administrators will give priority to programs by and for Pamlico County Schools related to the educational, co-curricular, and extra-curricular opportunities for students, staff, parents and the community.

Procedures for Processing a Facility Use Application

Agency or Individual Renter – Any agency, group or individual interested in using a school facility must:

· Obtain this Facility Rental contract from the Pamlico County Board of Education or from the website:  www.pamlico.k12.nc.us and read it thoroughly.

· Submit a completed Facility Rental Application to the School-Community Relations (SCR) Director or designee at least two (2) weeks (10 working days) in advance of the event.  Sign and date the application as indication of a contractual agreement to honor the Board of Education’s rental regulations and fee requirement, including liability clause.

· Pay the appropriate fees at least two (2) days in advance and for any damages to facility and/or additional fees for extra hours beyond contracted hours within two (2) weeks (10 working days) after event.  All payment should be made payable to Pamlico County Schools and mailed or hand delivered to the Board of Education, 507 Anderson Drive, Bayboro, North Carolina 28515.

· The SCR Director or designee will evaluate each Facility Rental Application in accordance with Pamlico County Board of Education regulations on facility rental and forward a copy to the principal of the facility to be rented.  Final authority rests with said principal for renting the facility.

· Upon approval from the principal of facility to be rented, the SCR Director or designee will contact the Renter to communicate the approval of the Facility Use Application.

Charges for Use of School Facilities

Pamlico County Schools permits the use of school facilities after school hours at reasonable times as approved by the appropriate school official.  Activities are classified into the following categories:

Category I shall be defined as any student, teacher, or staff member groups over whom the school administrator has jurisdiction and who are engaged in an activity which is considered a continuation of the school day and is an outgrowth of a school program or activity.  Some examples are:


School programs and events, including school clubs and athletics


Teacher’s meetings, educational associations’ meetings

Category I groups will be given priority use of facilities.

Although contracts are not required, you must inform the School Dude facilitator at the Central Office or at the school level of the facility to be used, date, and times of use.

There will be no charge for this Category.

Category II shall be defined as organizations or groups that are co-sponsors of educational activities and programs supporting or enhancing the school or school system, or governmental agencies or non-profit organizations which sponsor youth activities.  Some examples are:

Booster Clubs


PTA/PTO programs and events

Procedures for Processing a Facility Use Application (continued) 

(Category II examples continued:)

Parks and Recreation Department

PYDCO

Pamlico County Education Foundation

Category II shall be allowed to use the school facilities without a rental charge at reasonable times as approved by the appropriate school official.  However, the user shall reimburse the school system for any additional personnel expenses for school employees, such as, but not limited to, custodians, Child Nutrition, etc., who are required to work because of rental of the facility.  A contract is required.
Category III shall be defined as any community-oriented organization, civic group, or government agency using school facilities for non-profit purposes.  Some examples are:


Government agencies, units at the Federal, State or Local level (i.e., Police 

Department, Emergency departments, Board of Elections)

Pamlico County Community College

Arapahoe Charter School

Religious organizations

Pamlico County Schools’ class reunions

Category III shall be allowed to use the school facilities at reasonable times as approved by the appropriate school official.  This Category shall be charged a fee of $50.00 for each three (3) hour period of use for utilities.  The user shall also reimburse the school system for any additional personnel expenses for school employees, such as, but not limited to, custodians, Child Nutrition, etc., who are required to work because of rental of the facility.  A contract is required.

Category IV shall be defined as any local business or organization selling a product or providing a service or event for a fee, or using a school facility during times when the facility would not already be open.  Some examples are:


Gospel singing groups doing a benefit program


Family functions, including, but not limited to, weddings, funerals, reunions, etc.


For-profit organizations

Category IV users will be charged a facility rental fee as well as a supervision fee.  Use for private gain shall be permitted only when worthwhile education, civic, or charitable purposes will be served or when a substantial group of citizens in the community will benefit.  If there is an exchange of service or product between a commercial profit-making business or organization and the school system, and this service or product approximates the cost of the user of the facility, the appropriate school official has the discretion to charge only the fees listed in Category II.  A contract is required.

Facility Use Charges

Charges include, but may not be limited to, the following:

· $50.00 per hour rental fee for any facility

· $50.00 for each three (3) hour period of use for utilities for Category III

· $25.00 per hour for each of the following: (Pamlico County Schools must pay employees in accordance with the Fair Labor Standards Act, which includes overtime and benefits.  As facility supervisors during an event, the person assigned is acting as an employee of the school system and must be paid accordingly.  Groups and/or individuals are not to pay the supervisor(s) directly.)

· Custodian

· Child Nutrition employee

· PA technician

· $20.00 per hour for use of any additional room

Pamlico County Schools

507 Anderson Drive, Bayboro, North Carolina 28515

252-745-4171 / 252-745-4172 (fax)

Application & Contract for use of School Facilities

Applicant should: 1)  Complete one form for each school/site requested.

                               2)  Complete all of Section I and sign; read Section II, and read and sign Section III.

                               3)  Return completed forms to the Pamlico County Board of Education.

Section I:  Date of Application 


  School Requested 






Name of User, Organization, or Group: 











Specific Purpose for Use: 













Date(s) to be Used 


  Time (include set-up/clean-up) From 

 AM/PM  To 

 AM/PM

Contact Person(s): 





  Position with Organization 




Person Responsible for Payment (if different from above): 









Billing Address: 





  City/Zip 







Daytime Phone: 


  Mobile Phone: 


  Other Contact No.: 




Email: 
















Organization is:  (Circle one)   Profit     Nonprofit


Governmental Agency (circle)     YES     NO    

Number of participants and spectators: 

 Adults     

 Children

Will spectators be charged a fee?  NO   YES, amount: $

;  participants?  No   Yes, amount: $



Facility Area Requested:  (Please check all areas needed.)

	PCHS
	PCMS
	FAA
	PCPS

	A. H. Hatsell Auditorium (PCHS) (A walk through of the facility with the Cultural Arts Director is required prior to event.)
	
	Family Learning Center (PCMS)
	
	Multi-purpose Room (Cafeteria)
	
	Multi-purpose Room (Gym)
	

	PA System needed
	
	PA System needed
	
	PA System needed
	
	PA System needed
	

	Cafeteria (Requires Child Nutrition personnel)
	
	Cafeteria (Requires Child Nutrition personnel)
	
	Kitchen (Requires Child Nutrition personnel)
	
	Cafeteria
	

	Kitchen (Requires Child Nutrition personnel)
	
	Kitchen (Requires Child Nutrition personnel)
	
	Gym
	
	Kitchen (Requires Child Nutrition personnel)
	

	Gym
	
	Gym
	
	
	
	
	

	Baseball Field
	
	Baseball Field
	
	
	
	
	

	Football Field
	
	Softball Field
	
	
	
	
	

	Softball Field
	
	
	
	
	
	
	

	Track
	
	
	
	
	
	
	

	Other:
	
	Other:
	
	Other:
	
	Other:
	


Summary of Anticipated Usage:

	Facility/Space
	Day(s) of the Week (M-SU)
	Beginning Date
	Ending Date
	Set-up/

Start Time
	Clean-up/ Ending Time
	Total Hours

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Signature: 







  Date: 







Applicant should now read Section II, and read and sign Section III.

Section II

Pamlico County Schools
Administrative Procedures FOR USE OF FACILITES

Pamlico County Schools reserves the right of determination in all proprietary facility use requests, along with the right to deny use, charge additional fees for use, or waive fees for use.  

Pamlico County Schools reserves the right to deny use of facilities during system designated holidays/vacation days.  Exceptions may be made (with approval of the SCR Director/Superintendent) for, but not limited to, Memorial Day, Martin Luther King Day, and Veteran’s Day.

I.  Authorized Users of Facilities and Contract Requirements

A. Pamlico County School permits the use of school facilities after school hours at reasonable times as approved by the appropriate school official.  Activities are classified into the following categories:

B. Category I shall be defined as any student and teacher groups over whom the school administrator has jurisdiction and who are engaged in an activity which is considered a continuation of the school day and is an outgrowth of a school program or activity.  Some examples are:  school programs and events, including school clubs and athletics, teacher’s meetings, educational associations’ meetings, etc.  Category I groups will be given priority use of facilities.  Although contracts are not required, you must inform the School Dude facilitator at the Central Office or at the school level of the facility to be used, date, and times of use.  There will be no charge for this Category.  

C. Category II shall be defined as organizations or groups that are co-sponsors of educational activities and programs supporting or enhancing the school or school system, or governmental agencies or non-profit organizations which sponsor youth activities.  Some examples are: booster clubs, PTA/PTO programs and events, Parks and Recreation Department, PYDCO, Pamlico County Education Foundation, etc.  Category II shall be allowed to use the school facilities without a rental charge at reasonable times as approved by the appropriate school official.  However, the user shall reimburse the school system for any additional personnel expenses for school employees, such as, but not limited to, custodians, Child Nutrition, etc., who are required to work because of rental of the facility.  A contract is required.

D. Category III shall be defined as any community-oriented organization, civic group, or government agency using school facilities for non-profit purposes.  Some examples are:  Government agencies, units at the Federal, State or Local level (i.e., Police Department, Emergency departments, Board of Elections), Pamlico County Community College, Arapahoe Charter School, religious organizations, Pamlico County Schools’ class reunions, etc.  Category III shall be allowed to use the school facilities at reasonable times as approved by the appropriate school official.  This Category shall be charged a fee of $50.00 for each three (3) hour period of use for utilities.  The user shall also reimburse the school system for any additional personnel expenses for school employees, such as, but not limited to, custodians, Child Nutrition, etc., who are required to work because of rental of the facility.  A contract is required.

E. Category IV shall be defined as any local business or organization selling a product or providing a service or event for a fee, or using a school facility during times when the facility would not already be open.  Some examples are:  gospel singing groups doing a benefit program, family functions, including, but not limited to, weddings, funerals, reunions, etc., for-profit organizations, etc.  Category IV users will be charged a facility rental fee as well as a supervision fee.  Use for private gain shall be permitted only when worthwhile education, civic, or charitable purposes will be served or when a substantial group of citizens in the community will benefit.  If there is an exchange of service or product between a commercial profit-making business or organization and the school system, and this service or product approximates the cost of the user of the facility, the appropriate school official has the discretion to charge only the fees listed in Category II.  A contract is required.

Section II, Administrative Procedures For Use of Facilities (continued)
F. For purpose of liability and accountability, all non-school users (Categories II, III, and IV) must sign a contract.  An annual blanket contract may cover organizations for repeated use of facilities for events such as meetings, classes, recreational activities, etc.  A one-year limit shall exist for a contract for the use of a school facility by a specific group.  If a request for renewal is submitted, such request shall be treated as any new application.

G. Authorized users (Renters) shall not sublet the use of school facilities.

II.  Responsibilities of the School-Community Relations (SCR) Director and Principal

A. The SCR Director (upon the concurrence of the superintendent) is given the right to refuse use of school facilities to any groups where the activity is not in the best interest of the school and community, if the group is located in another county, or improper use is in evidence.

B. Scheduling use of a facility shall be the responsibility of the SCR Director or designee who shall communicate requests to the principal for approval.

C. Contracting use of a facility is the responsibility of the SCR Director or designee who shall sign facility use contracts as agent of the Pamlico County Board of Education.

D. The Principal shall designate and arrange for employee(s) to be present while facility is being used.  The Child Nutrition Director shall designate the employee to supervise use of school kitchens and/or cafeterias.  The Cultural Arts Director shall designate the person to operate the PA/Lighting System in the A. H. Hatsell Auditorium.

E. The SCR Director shall collect the contracted fees two (2) days prior to the event and remit them to the finance office of Pamlico County Schools.  A receipt will be issued to the contracting party.  Any additional charges will be billed to the contracting party within five (5) working days of event.

F. The principal or designee shall take necessary steps to ascertain facility is secure, clean and undamaged before and at conclusion of event.

G. The principal shall report immediately any damage to the facility by users or spectators to the superintendent or SCR Director.  The SCR Director shall be responsible for collecting damages from sponsoring group.

H. The SCR Director, in conjunction with the principal, shall designate area to be utilized by the using group and shall specify it in the Facility Use Contract.

I. The SCR Director will communicate scheduled facility use and HVAC needs for facility use to the Pamlico County Schools Maintenance Director.

III.  Responsibilities of the Individuals Supervising Facilities

A. The overall responsibility of the assigned facility supervisor is to provide a responsible, courteous service to the contracting party while representing the proprietary interests of taxpayers and the administrative interests of the school system.  

B. Using a checklist, the supervisor shall inspect the facility prior to use with the contracting party, making sure the floors and restrooms are clean, in proper working order, damage free (or damages noted) and ready for use.  At the end of the contracted event the supervisor and user shall inspect the facility using the checklist, making sure the area is left in proper order and without damage.  Any discrepancies must be documented and reported to the principal and the SCR Director.

C. If heat or air conditioning has been contracted, the SCR Director and the assigned facilities supervisor are responsible for having these elements operative prior to the arrival of the contracting party.

Section II, Administrative Procedures For Use of Facilities (continued)
D. The Supervisor should always be visible and available to the person or group that is renting the facility and should insure proper use of the facility.  Only basic custodial services are included: unlocking and locking facilities, maintaining school facilities, i.e., restrooms, common areas, etc., insuring proper usage of facilities, emergency clean-ups.

E. As representative of Pamlico County Schools, the supervisor shall contact the SCR Director if evidence of misuse or misconduct is present, in consideration of closing facility.

F. If a kitchen facility is booked, the Child Nutrition employee must be on duty at all times.  This supervisor should always be visible and available to the person or group that is renting the facility.

G. Renters will not pay staff directly, but will be billed an hourly rate so the employee(s) can be paid in accordance with the Fair Labor Standards Act. 

IV.  Fees and Charges
A. Charges include, but may not be limited to, the following:  $50.00 per hour rental fee for any facility; $50.00 for each three (3) hour period of use for utilities for Category III users; $25.00 per hour for each of the following:  Custodian, Child Nutrition employee, PA technician (Pamlico County Schools must pay employees in accordance with the Fair Labor Standards Act, which includes overtime and benefits.  As facility supervisors during an event, the person assigned is acting as an employee of the school system and must be paid accordingly.  Groups and/or individuals are not to pay the supervisor(s) directly.); and $20.00 per hour for use of any additional room.

B. Renters will pay the appropriate fees at least two (2) days in advance and for any damages to facility and/or additional fees for extra hours beyond contracted hours within two (2) weeks (10 working days) after event.  All payments should be made payable to Pamlico County Schools and mailed or hand delivered to the Board of Education, 507 Anderson Drive, Bayboro, North Carolina 28515.

V.  Use of Facilities by Municipalities and Governmental Agencies

A. Municipalities and governmental agencies, including Parks and Recreation, must employ adequate adult supervision to supervise activities within the facility and on grounds surrounding facilities while sponsored activities are in progress.  Those supervising should not be actively participating in the activity.

VI.  Liability, Rules and Procedures

A. The lessee shall indemnify and hold harmless all Pamlico County Schools employees and the Pamlico County Board of Education, individually or collectively, for all claims or liability arising out of the use of school property.

B. A copy of this Administrative Procedure and the Guidelines for Facility Users shall be given to each user when the Facility Use Contract is signed and shall be part of the Facility Use Contract by attachment and reference.

C. Violation of rules and procedures shall result in using group being denied future use of facilities.

V.  Special Facility Use Request

A. Pamlico County Schools Facility Use Policy 7400 – 7402 addresses the use of school facilities only.  Use of athletic equipment, pianos, sound systems, floodlights and other school equipment must be approved and contracted through the principal or designee of the school.  The use of kitchen equipment must be approved by the Child Nutrition Director.

B. In order to provide service and facilities to the communities and organizations within the county, Pamlico County Schools is willing to address and accommodate a wide range of responsible, community enhancing requests.  Areas and ideas for community facility use not specifically detailed in this policy can be negotiated and are encouraged.

Section III

Pamlico County Schools
Guidelines for facility users

1. The Facility Use Application and Contract must be signed at least two (2) weeks (10 working days) prior to event unless an exception is made by the School-Community Relations (SCR) Director.  Authorized users shall not sublet the use of school facilities.

2. The principal, SCR Director, or designee shall be in charge of the building(s) whenever opened for public use.  He/she shall be responsible to the school system and his/her suggestions shall be followed.  School system employees shall be treated with respect at all times.

3. All activities must be under appropriate supervision.  The sponsoring organization must also assume full responsibility of payment for all damages to the building(s) and/or equipment while using it.  Only facilities specifically stated on the contract and approved by the principal or SCR Director are to be used.

4. Any group or organization must notify the principal, SCR Director, or designee 24 hours in advance if the use is to be cancelled and fees refunded.  Notification of cancellation for a weekend event must be done by noon on Thursday before that weekend for fees to be refunded.  Request for refund of fees must be made in writing. 

5. Police protection, if needed, must be provided by the organization leasing the school facility.  User is responsible for crowd control and for assurance that the maximum capacity is not exceeded.
6. Only school furniture provided in the particular facility area requested will be available for use.  Any rearrangement of furniture must be done by the group renting the facility and with the permission of the principal.  Before leaving a school facility, the area used shall be clean and all furniture and equipment must be left in readiness for regular day classes, unless previous arrangements have been made.  Failure to comply could result in denial of future rental privileges.

7. Only in rare instances will classrooms be rented to groups during the school year.

8. Only the use of the gymnasium playing floor will be permitted.  The use of lockers, showers, apparatus and other athletic equipment belonging to the school will not be permitted unless specifically authorized and with the principal’s approval.

9. Pamlico County Schools and properties are considered “Tobacco-Free.”  There are to be no tobacco products used while on school property, including use while in private vehicles.  By my signature at the bottom of this page, I agree to enforce the policy with all participants at both private and public events.  I understand this policy is to be enforced without exception.  Failure to enforce the policy could impact the availability of future school facility use by my organization and me.
10. Gambling and the use of alcoholic beverages on the school property are also prohibited.  The use of open flames is prohibited.

11. Concession rights shall be reserved for the school where the facilities are being used unless otherwise granted by the principal.  There shall be NO FOOD OR DRINK in the A. H. Hatsell Auditorium.

12. Playing fields may be used provided the grounds are maintained and left in good order.  Fields should not be used in inclement weather or at any time the principal or athletic director determines the field is not in condition for use.

13. When activities involve minors, additional adult supervision must be provided on a ratio of at least one adult to 25 minors.

14. All kitchen rentals will be subject to regulations agreed upon in advance with the Child Nutrition Director.  

15. Custodians, Child Nutrition workers, etc. are entitled to a minimum of two hours pay if required to work after hours for non-school use of facilities.

16. Pamlico County Schools must pay employees in accordance with the Fair Labor Standards Act, which includes overtime and benefits.  As facility supervisors during an event, the person assigned is acting as an employee of the school system and must be paid accordingly.  Groups and/or individuals are not to pay the supervisor(s) directly.
17. If the SCR Director deems she/he has sufficient reason, any rental agreement may be cancelled at any time.

I have read and agree to abide by the rules and regulation governing facility use in Pamlico County Schools.  I agree to be billed for any additional hours utilized but not listed on this contract, any additional personnel needed, and any damages.  I agree to indemnify and hold harmless all pamlico county school employees and the pamlico county board of education, individually or collectively, for all claims or liability arising out of the use of school property.



Signature




Printed Name



     Date

Section IV

Pamlico County Schools

facility use 

Event Date:  


  School/Facility:  










Group/Event:  















(School Use)

· Facility available if approved; (until further notice, no school function has been or will be planned that interferes with this request.)
Check personnel required for this rental; customer will be billed according to assignments:

·   Custodian

Names(s): 









·   Child Nutrition

Names(s): 









·   PA Technician

Names(s): 









·   Other


Name(s): 









NOTE:  Pamlico County Schools must pay employees in accordance with the Fair Labor Standards Act, which includes overtime and benefits.  As facility supervisors during an event, the person assigned is acting as an employee of the school system and must be paid accordingly.  Groups and/or individuals are not to pay the supervisor(s) directly.
· Facility not available.  Give explanation: 









Principal or Designee Signature 






  Date: 





(Central Office Use)

*Application Approved 
  Application Denied 
  (Reasons:  




          )

	Category:      I       II       III      IV
	Time
	Amount Owed
	Date Payments Rec’d
	Amount Rec’d

	Facility Fees
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Custodial Fees @ $25.00/hr.
	
	
	
	

	Child Nutrition Fee @ $25.00/hr.
	
	
	
	

	PA Technician Fee @ $25.00/hr.
	
	
	
	

	Other Personnel @ $25.00/hr.
	
	
	
	

	Other Charges
	
	
	
	

	Totals
	
	
	
	

	SCR Director or Designee Signature:  ____________________________________________________  Date:  ________________


All payment should be forwarded to:  Pamlico County Schools

Attn: School-Community Relations Director, 507 Anderson Drive, Bayboro, North Carolina 28515.

Make checks payable to: Pamlico County Schools.

Updated 10/25/07

Pamlico County Schools does not discriminate in the employment, tenure, or promotion of employee on the basis of sex, race, religion, age, national origin or disability.

