ISSUED:  July, 2010





     COMMUNITY #1










POLICY #707

METHACTON SCHOOL DISTRICT

ADMINISTRATIVE DIRECTIVES

	Re:
Use of District Facilities


The Methacton School District facilities may be made available for community purposes, provided that such does not interfere with the educational and/or athletic programs of the schools.

The Board authorizes the Superintendent to make district facilities available in accordance with the accompanying regulations.

A.
GENERAL GUIDELINES

Use of Facility applicants shall be divided into 4 classifications, which will determine usage fees and permission.  Fees are hourly, or per usage application and are subject to change and/or review at the discretion of administration or the Board of School Directors.  Fees do not include additional costs for necessary District staff per usage rules and regulations.

 

Class 1 Methacton School District (MSD) sponsored events, events directly related to the School District including Community Education, student activities sponsored by the School District, parent/teacher meetings, District home and school association sponsored activities;
Official meetings and events sponsored by Methacton community municipalities, registration of voters and elections; official meetings of civic organizations or groups related to Methacton community municipalities;
Events held by Methacton community non-profit organizations where no admission fees and/or collections are taken and/or no enrollment fees are necessary; 
Class 2 Events held by Methacton community non-profit organizations where admission is charged and/or collections are taken and/or enrollment fees are necessary (fundraisers);

Class 3 Events held by a Methacton community commercial organization or employee group where no admission is charged and/or collections taken and/or no enrollment fees are necessary;

Class 4 Events held by a Methacton community commercial organization or employee group where admission is charged and/or collections are taken, and/or enrollment fees are necessary.
 

Methacton School District  
Facilities Use Application and Agreement 
	GENERAL INSTRUCTIONS 
(Please review this application packet carefully.   Your signature constitutes your acknowledgement that you have read and understand all of the information contained in the Application and your agreement to comply with its terms. 

(Approval of this application is contingent upon your organization’s agreement to and compliance with Methacton School District School Board Policy # 707 (Use of School Facilities) and the MSD’s Rules and Regulations for Use of School Facilities, the terms of which are incorporated by reference.  Copies of these documents are attached under Appendix B. 

(Activities and events sponsored by the MSD take first priority with regard to scheduling.  The MSD reserves the right to move or terminate your requested event, without liability, in the event that a MSD-sponsored event requires the use of the requested building or facility on your requested date and time or in the event of inclement weather or other emergency. 

(All advertising and promotional materials for your event must clearly state that the event is not sponsored by the Methacton School District. 

(The MSD cannot guarantee the availability of equipment requested on this form.  Additional equipment may not be brought onto MSD property by your organization unless such equipment is specifically identified in and approved as part of your application. 

(Security may be required for your event, depending upon the number of attendees and the nature of the function.  You are responsible for contracting with the MSD’s designated security firm to provide the required security. You are responsible for payment of the applicable security fee as set forth on the fee schedule attached under Appendix A.

(POSSESSION AND/OR USE OF ALCOHOLIC BEVERAGES AND TOBACCO PRODUCTS ARE PROHIBITED ON MSD PROPERTY AT ALL TIMES. 

(You must complete all sections of this form and provide all requested information, including technical requests. Failure to provide any of the requested information may result in the denial of or a delay in the processing of your application. 

(Your application must be submitted a minimum of twenty (20) days prior to your requested event.   

(The MSD is not able to consider applications requesting use of our facilities on dates during the school year until after the school calendar and District athletic schedules are finalized.

(Refer to Appendix A for current rental and staffing fee schedules. 
        Checks should be made payable to “Methacton School District.” 

(Completed applications should be submitted to the MSD by email [jmarzewski@methacton.org] or mail as follows: 

Methacton School 

Attention:  District Services 

1001 Kriebel Mill Road 

Eagleville, PA   19408 

Phone: 610-489-5000 x15034
Return only the completed application form.  
Retain copies of these instructions and attached schedules for your records.
(If your application is approved, you will be issued a Facilities Use Permit for your organization and a calendar identifying your scheduled dates and times for your organization event.  You are required to adhere to the scheduled dates and times of this permit. Failure to abide by your scheduled dates and times may result in your organization being denied access to or entry upon MSD property.

(The school district encourages the use of facilities by a variety of groups. However, the district discourages groups from reserving facilities and then not using them. This practice restricts other potential users from gaining access. Therefore, the school district will charge an additional $25 for each occurrence that a facility is reserved but not used. If the total charge for one school year reaches $100, the group may be denied access to district facilities for the remainder of the year. An organization arriving more than 30 minutes late to their scheduled start time will forfeit their scheduled use of the facilities for that day, and full charge to the facility applies. 

(Cancellation will be accepted by calling the activities office during the hours of 8 a.m. until 4p.m. seven days prior to the event for reimbursement. Cancellations may be accepted on an emergency basis due to utility issues, unforeseen circumstances, etc.  Cancellations due to inclement weather will constitute a refund for that permit.
(If an organization needs to cancel a rental, the organization representative must notify the MSD activity office, in writing, at least 48 hours prior to the scheduled date of the event.  Failure to provide timely notice of a cancellation may result in the imposition of staffing and rental fees and denial of future facility request applications. 
(Unauthorized use of facility is strictly prohibited.


	INSTRUCTIONS 
Section I.  Organization Information 
1. Make sure to provide the complete name of your group or organization. 

2. Provide complete contact information for ONE authorized representative of the organization submitting the application.   

4. You must check one of the boxes indicating the status of your organization.
5. Please check the appropriate box(es) for each building and facility that you are requesting.  Access will not be permitted to facilities that have not been pre-approved.  A permit to use cafeteria areas does not include access to kitchens, unless separately requested and approved.  
6. Provide all dates on which the requested facility will be used.  

7. Provide the start and end times for your event, including set-up and clean up time.  Indicate individual performance times, if applicable. 

8. State the number of people expected to attend your event, including participants, officials and spectators, if applicable.  The number of expected attendees is required in order to determine security needs for your requested event.  In general: 

100 to 300 attendees requires 2 security/police personnel 

301 to 700 attendees requires 4 security/police personnel 

700+ attendees requires at least 6 security/police personnel 

The foregoing provides only a general guideline.  The MSD will make final determinations regarding necessary security in its sole discretion.   You are responsible for contracting with the MSD’s designated security firm to provide the required security.  
 

	Section II.  Facility Setup 

9. Check the box(es) for each piece of equipment you will need.  If requesting use of the auditorium, please make sure to check Auditorium Director needed.
10. Please describe any basic set-up requirements for your event, e.g. number of tables and chairs, if applicable. 

11. Please indicate whether you are requesting permission to bring your own equipment onto MSD’s property and describe each piece of equipment and the purpose for which it will be used. 



	Section III.  Insurance Information. 
12. Organizations not sponsored by the MSD MUST provide a certificate of insurance from their insurance carrier.   The certificate must: 

• Provide a single limit of $1,000,000 for personal injury and property damage, each occurrence; 
• Name the Methacton School District as an additional insured; and 

• Be written in such a manner that it is "primary" regardless of any other liability insurance that the MSD may carry.
 A refundable security deposit of 5% of the building usage fee may be indicated.

The MSD cannot schedule your event or approve your application until the certificate is provided.

 

	Section IV.  Acknowledgment and Agreement 

Please read this section carefully and make sure that you understand its terms before signing.  The MSD will not process your application unless you agreed to these terms and submitted a signed application. 

 


Permit Number _____

APPLICATION FOR THE FACILITY USE AND/OR RENTAL OF MSD FACILITIES
Please complete the following information and forward to Jmarzewski@methacton.org for approval. This form must be submitted 20 days before anticipated use. Questions concerning this application should be referred to the activity office at 610-489-5000, ext 15034. Please note the location of the Automatic External Defibrillator(s) in the facility you occupy.
Section I. 

1. Name of Organization                       Name of Representative      
2. Rep. Position       
Rep. Home Phone       
Rep. Business Phone      
3. Organization/Representative Mailing Address      
4. Fax       
email      
5.  FORMCHECKBOX 
For Profit
 FORMCHECKBOX 
Non Profit Non-Profit Please Provide Tax ID No.        
6. Please describe activity for which building usage is requested:      
7. Is the event sponsored by Methacton School District?
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No

8. No. of: Resident Participants      
Non Resident Participants       Students       Chaperones      
9. Dates Requested       
Event Hours       
Set-Up Hours      
10. Building/School:      
11.Please check EACH facility that is requested:


 FORMCHECKBOX 
Classroom(s)
Room No(s). if known:       
 FORMCHECKBOX 
Large Group Instr.
 FORMCHECKBOX 
LGI I
 FORMCHECKBOX 
LGI II
 FORMCHECKBOX 
Auditorium

 FORMCHECKBOX 
Library
 FORMCHECKBOX 
A/V Equipment
 FORMCHECKBOX 
Faculty Dining Room
 FORMCHECKBOX 
Cafeteria**
 FORMCHECKBOX 
Arcola Commons Area


 FORMCHECKBOX 
Gymnasium
 FORMCHECKBOX 
Boys
 FORMCHECKBOX 
Girls
 FORMCHECKBOX 
Big

 FORMCHECKBOX 
Pool
 FORMCHECKBOX 
Locker Room
 FORMCHECKBOX 
Boys
 FORMCHECKBOX 
Girls


 FORMCHECKBOX 
Fields 
 FORMTEXT 

     


Grounds      
Section II. Facility Setup 

12. Equipment Requirement:

 FORMCHECKBOX 
 Microphone    FORMCHECKBOX 
  Podium    FORMCHECKBOX 
  Overhead Projector     FORMCHECKBOX 
  TV  
 FORMCHECKBOX 
  Auditorium Director



 FORMCHECKBOX 
   Kitchen Helper                   FORMCHECKBOX 
  Custodian
       FORMCHECKBOX 
  Security

Other equipment needs:      _______


Section III. Certificate of Insurance 

13. Certificate of Insurance attached
Yes    FORMCHECKBOX 
  ____

No   FORMCHECKBOX 
  ____
Section IV. Acknowledgement and Agreement 

The individual signing this request has the full power and authority to act on behalf of and to enter into binding agreements for the

organization or entity listed above. 

(You have read and fully understand this Application, the MSD Rules and Regulations for Use of School Facilities and Board Policy # 707 and agree to be bound by and comply with their respective terms. 

(You are responsible for paying the MSD the applicable rental and staffing fee(s) described on Appendix A.  Payment is due within fifteen (15) days of your receipt of MSD’s invoice.  Late payments are subject to a $25 late fee.   

(You agree to and do hereby assume all risks relating in any way to your organization’s use of MSD’s facilities, including, without limitation, any risks of property damage and/or personal injury to any person, including employees of your organization, who use or whom you permit to use or have access to MSD’s facilities.  You agree to and do hereby completely release MSD and its employees, administrators, and Board of Directors from all liability, known and unknown, relating to your organization’s use of MSD’s facilities, and you further agree to indemnify and hold MSD and its employees, administrators and Board of Directors harmless from and against any damage or loss, including without limitation attorney’s fees and costs, which arises out of or relates in any way to your use of MSD’s facilities.  
Signature of Sponsoring Organization Representative      _____
Date 
     


(Electronic signature accepted)
Internal Use Only
Please make checks payable to: Methacton School District
    

Internal Use Only
Routing:

 FORMCHECKBOX 
  Activity Office

 FORMCHECKBOX 
 Athletic Office____
 FORMCHECKBOX 
 Principal     
 FORMCHECKBOX 
  Facilities
Date Received       FORMTEXT 

     
   Payment is due within 15 days.         Date Paid:           Check#      
The noted facility is available for use as requested
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No      
Classification      
Hourly Rate $     
Total Amount due $     
     Security Deposit Due $     
Special Services
 FORMCHECKBOX 
Yes
 FORMCHECKBOX 
No
 FORMCHECKBOX 
Kitchen  FORMCHECKBOX 
Security  FORMCHECKBOX 
Custodial
TOTAL AMOUNT DUE: $     
*Signature of Coordinator 






 Date 




*Signature of Building Principal 





 Date 


  Final approval for use of facilities is granted when this document contains signature in both of the above spaces.
ISSUED: July, 2010 
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POLICY #707
APPENDIX A
FACILITY FEE SCHEDULE 
Requests for kitchen access and/or catering services are managed by the MSD’s foodservice manager. 
Please include the request on the Facility Use Application.  A $29 per hour staffing fee (two hour minimum) 
applies to any required foodservice staffing.

All groups requesting use of MSD facilities after normal school hours or on non-school days are subject to a 
custodial staffing fee of $43 per hour for each custodian required to staff your event. This fee is in addition to 
any “Additional Staffing Fee” set forth in the fee schedule below.  A two-hour minimum applies. 
 
Fee Scheduled Based Per Use

	Facility
	 Class 1
	Class 2
	Class 3
	Class 4

	Auditoriums 

MHS

Arcola
	  

-

-
	  

$500

$750
	  

$1000

$1500
	  

$2000

$3000

	Gymnasiums *

MHS Main Gym

MHS Boys Gym

MHS Girls Gym

MHS Wrestling Gym

Arcola Main Gym

Arcola Boys Gym

Arcola Girls Gym

Elementary Schools
	  

-

-

-

-

-

-

-

-
	  

$400/$500

$275/$375

$275/$375

$150/$250

$400/$500

$275/$375

$275/$375

$225/$325
	  

$1000

$750

$750

$500

$1000

$750

$750

$650
	  

NA

NA

NA

NA

$2000

$1500

$1500

$1300

	Athletic Facilities * 

MHS Stadium

MHS Track

Arcola Track

MHS Pool

MHS Tennis Courts

Arcola Tennis Courts
	  

-

-

-

-

-

-
	  

NA

$400

$400

$1500

$1500

$1500
	  

NA

NA

NA

NA

$3000

$3000
	  

NA

NA

NA

NA

NA

NA

	Athletic Fields *

MHS

Arcola

Elementary Schools
	  

-

-

-
	  

$750

$500

$300
	  

$1500

$1000

$600
	  

$3000

$2000

$1200

	Cafeterias 

MHS Cafeteria

Arcola Cafeteria
	  

-

-
	  

$50

$50
	  

$200

$200
	  

$400

$400

	Special Areas 

General Classrooms

MHS Library

MHS LGI
MHS Faculty Dining

Arcola Library

Arcola LGI
	  

-

-

-

-

-

-
	  

$25

$40

$40

$40

$40

$40
	  

$100

$200

$200

$200

$200

$200
	  

$200

$400

$400

$400

$400

$400


*Fee schedule is based on a twelve week season:

1-3 times usage per week/ 4-5 times usage per week

* One (1) lifeguard is required to be on duty for every twenty (20) individuals that will be using the pool. 

APPENDIX B 
METHACTON SCHOOL DISTRICT 
RULES AND REGULATIONS FOR USE OF SCHOOL FACILITIES 
Community groups are permitted to use school faculties when such use will not interfere with the school program. 
Arrangements are subject to the rules and regulations listed here. 

1.  The following announcement must be made to patrons, spectators and attendees at your event: 

The buildings, athletic fields and campus areas of the Methacton School District are smoke-free, as well as drug and alcohol-free. Smoking, as well as the use of smokeless tobacco, is prohibited inside or outside of the school buildings or anywhere on the school campus.  The use or possession of drugs, drug paraphernalia and/or alcoholic beverages on District property is strictly prohibited, and will result in your immediate expulsion from the District’s property and possible legal action. 
2.  Food and/or beverages are only permitted in cafeterias and all-purpose rooms.  Eating or drinking in auditoriums, classrooms or gymnasiums is not permitted. 
3.  By Order of the Lower Providence and Worcester Townships, if the fire alarm sounds:   

· All patrons, participants and spectators must evacuate (no exceptions).

· The organization’s on-site representative will be responsible for ensuring that everyone in his or her group leaves the building.  Move to a location well away from the building.  

· The fire alarm must not be silenced until all occupants are evacuated.  

· Under no conditions will the alarm be reset until approval from the MSD on-site representative or Fire Department official has been given.  

· Individuals who violate these regulations will be subject to fines levied by the District Justice for failing to abide by the BOCA National Fire Prevention Code.
4.  Groups are expected to respect all other organizations, District personnel, etc. who may share or work in the same space or facilities.
5.  Evening activities should terminate by 9:30 p.m., the premises vacated by 10:00 p.m.
6.  All activities must have adult supervision.
7.  District facilities will be available for use on days only when the school is in session.  When schools are closed for holidays, Sundays, vacations, in-services, and inclement weather or for any other reason, the facilities will not be available.   Please listen to KYW or Fox News or check the Methacton web site for school closing information.  The Methacton School District number for all buildings is ‘316”.  
8. The school board and/or the superintendent may deny any application or rescind any permit should circumstances warrant.
9. Organization representatives and/or chaperones are responsible for ensuring that their group and/or participants are confined to and remain in the part of the school facility specially mentioned in the permit.
10. Organizations must comply with the laws of the Commonwealth of Pennsylvania, local township ordinances, and rules of the police and fire departments regarding public assemblies.
11. Gambling and games of chance are not permitted, unless the organization has the required license under the Local Option Small Games of Chance Act and such activity has written permission by the Board or administration.
12. Parking and driving is prohibited on athletic fields and playgrounds except when expressed permission has been granted by school district administration.  Automobiles must be parked in designated parking areas.
13. Organization using district facilities will be held responsible for any and all damage caused to the facilities.  The activity and facility offices will determine the amount of damage.  The activity office will send an invoice to the organization for the amount of replacement, damage and labor.
14.  Appropriate footwear must be worn on all gymnasium floors and mats for all activities.
15. Rental of facilities involves physical space only.  Use of District equipment (stationary and/or stored) or secured District areas is not included in this agreement.

School activities have priority over all facility requests.
