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ASHLAND CITY SCHOOLS 

USING YOUR SCHOOL FACILITIES 

 
To The Community: 
 
 
 
 
The question is often asked,  
 

 
 
 
The answer usually is,  
 

 
 
 
However, there must be certain rules established for everyoneôs benefit, protection and safety. 
 
We all recognize that the school children have first claim upon school buildings and grounds.  The 
community has a great deal invested in the school buildings, and when they are not needed for school 
functions, these facilities are available to the community.  Their use is limited to educational, cultural, 
recreational and civic activities in the best interest of the community.  This booklet sets forth the procedures 
adopted by the Ashland Board of Education.  It includes the regulations for the use of buildings, grounds 
and equipment plus a statement of fees to be charged.  Fees are necessary in that employees are required 
to be on call and thus receive pay plus energy requirements which are different than when the facility is not 
occupied.  Rental rates are established but variables may occur which may make it necessary for 
adjustments in the rates. 
 
Your cooperation in properly maintaining the schools and respecting this property as an institution 
designed primarily for education will be appreciated. 
 
 
 
 

ά²Ƙȅ ŎŀƴΩǘ L ǳǎŜ ǘƘŜ 
public school 
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Ashland City School District 

Bylaws & Policies 

   

 

7510 - USE OF DISTRICT FACILITIES 

The Board of Education believes that the grounds and facilities of this District should be made available for community 
purposes, provided that such use does not infringe on the original and necessary purpose of the property or interfere 
with the educational program of the schools and is harmonious with the purposes of this District. 

The Board will permit the use of District grounds and facilities when such permission has been requested in writing by 
a responsible organization or a group of citizens and has been approved by the Superintendent. 

District grounds and facilities shall be available for the below-listed uses. When there are competing interests, 
approval will be given according to the following priorities: 

  A. uses directly related to the schools and the operations of the schools  
 

  B. uses and groups indirectly related to the schools  
 

  C. meetings of employee associations  
 

  D. uses for voter registration and elections  
 

  E. departments or agencies of the municipal government  
 

  F. other governmental agencies  
 

  
G. community organizations or groups of individuals formed for charitable, civic, social, religious, recreational, 

and educational purposes   

  H. commercial or profit-making organizations or individuals offering services for profit for a fee  
 

  I. private social functions for a fee  
 

Facilities shall also be made available to any certified candidate for public office and any recognized political party or 
organization for the purpose of conducting public discussions of public questions and issues. The facilities shall be 
free of charge and available only after regular school hours. Users shall abide by all District guidelines and rules 
regarding the use of District grounds and facilities and be liable for any damage incurred. Under no circumstances 
shall the grounds or facilities be used to raise funds for political purposes. 

The use of District grounds and facilities shall not be granted for any purpose which is prohibited by law. 

Should all or any part of the District's community be struck by a disaster, the Board shall make District grounds and/or 
facilities available, at no charge, for the housing, feeding, and care of victims or potential victims when requested by 
local, State, or Federal authorities. The Superintendent should meet with the County Disaster Coordinator to establish 
a disaster preparedness plan in order to ensure that proper procedures are established to minimize confusion, 
inefficiency, and disruption of the educational program. (R.C. 5915.02-08) 

The Superintendent shall develop administrative guidelines for the granting of permission to use District facilities 
including a schedule of fees which, together with the costs used to determine such fees, must be approved by the 
Board. Such guidelines are to include the following: 

 



  
A. Each user shall present evidence of the purchase of organizational liability insurance to the limit 

prescribed by District administrative guidelines.   

  B. Users shall be liable financially for damage to the facilities and for proper chaperonage.  
 

No liability shall attach to this District, or any of its employees and officers, specifically as a consequence of permitting 
access to these facilities. 

R.C. 3313.75 - .79, 3501.29 
P.L. 98-377 

  



Ashland City School District Facility Use Guidelines 
 
Our District welcomes the use of the school facilities by the community for purposes directly related to the 
educational, civic, cultural, recreational and social life of the community. We recognize that the primary purpose of 
school facilities is to implement District instructional, extracurricular, and school-sponsored programs and that other 
usage shall not interfere with these programs.  The Board of Education has adopted policy number 7510 ï Use of 
District Facilities in support of this objective.  This guideline spells out the specific requirements that must be followed 
in order to take advantage of the opportunity. 
 
While our schools are established for the primary purpose of facilitating the instructional programs of the District for 
our students, the buildings in our District are available for use after regular school hours and weekends for many 
types of activities.  
 
Permission to use facilities shall be allowed at the discretion of the District and will be given with the understanding 
that the user assumes full financial responsibility and liability for actions of attendees, care of equipment and 
protection of school property. 
 
Programs and activities of users must be of a nature suitable for a public school, must be lawful and must conform to 
all of the policies of the District. 
 
 
Who May Use the Facilities? 
 
Organizations and individuals within the district (P.T.A.s, booster groups, governmental and quasi-governmental 
public service bodies, religious, business/industrial organizations) serving the residents of the District may apply to 
use school facilities provided the use is for an educational, civic, cultural, recreational, social or other legitimate 
purpose of the organization. 
 
 
Process to Obtain a Facility Use Reservation  

¶ All organizations requesting facility use must submit a facility use application form. All applications for facility 
use must be scheduled with the building principal or designee and approved by the Business Manager. You 
may print the application form, fill it out, and mail it or drop it off at the office during regular hours.  

¶ All requests must be approved at least two weeks prior to the event. 

¶ The District cannot ñholdò space for any organization.  

¶ Rooms are rented and reserved on a first come, first serve basis. In the event that simultaneous requests are 
received, Category 1 has the highest or greatest priority for building use scheduling and Category 3 the least. 
(link to Classification of Users document) 

¶ The application must be submitted by a designated person who will be responsible for the event. This person 
must be at least 21 years of age. 
 

¶ Once the application is received, the District will calculate fees and send the approved application to the 
applicant. Once the form is fully executed, the form becomes the contract between the District and the 
applicant. The contract will contain the details of the event, a summary of fees and attached will be the District 
Facility Use Policy.  
 

¶ Permission to use facilities shall be allowed at the discretion of the District and will be given with the 
understanding that the user assumes full financial responsibility and liability for actions of attendees, care of 
equipment and protection of school property. 

 

¶ Representatives who have been granted permission to use facilities shall not reassign, transfer, sublet or 
charge a fee to others for the use of school property without getting permission from the district in advance. 
 



¶ A certificate of insurance must be provided at least two weeks prior to event. (See Liability and Insurance 
section below.) 

 

¶ Without a reservation confirmation, use may be denied. 
 

¶ Non-school events to be scheduled for the school year will not be scheduled until after September 15th. 
 

¶ The District reserves the right to deny or withdraw facility use privileges at any time. 
 
 
Cancellations 
 

¶ Events cancelled within 10 days prior to event will forfeit the $10.00 deposit. Notification of cancellation less 
than 48 hours before the scheduled time of use will result in the full rental fee being charged. All cancellations 
must be in writing. They may be dropped off, emailed, or faxed. 
 

¶ School events may result and override any previously requested reserved space. The district will do 
everything possible to accommodate your group when this occurs with as much notice as possible.  

 

¶ If the District is closed due to inclement weather or any other unexpected reason, every effort will be made to 
reschedule the event at a mutually agreeable date and time. If this is not possible, a full refund will be given.  
. 
 

Liability and Insurance 
 

¶ A Proof of Liability/Personal Injury/Bodily Injury and Property Damage Insurance Certificate is required for 
non-school groups for each event in the amount of least $1,000,000 Bodily Injury and $1,000,000 Property 
Damage, and having the District named as "an additional insured" on the policy.  User is responsible for 
getting the insurance. 
 

¶ A copy of the Certificate is due at least two weeks prior to the event. 
 

¶ Failure to present proof of insurance voids all agreements. 
 

¶ Events without the proper insurance on file will be cancelled. 
 

¶ All users must agree to hold harmless the District and its agents and employees from and against all claims, 
damages, losses, and expenses including attorney fees arising out of or resulting from applicantsô use of 
District facilities. A Hold Harmless statement will accompany the signed application form/contract. 
 

 
Payment 
 

¶ The individual(s) who signed the application and agreement are responsible for payment of all charges 
associated with the related facility use. 

 

¶ Payment in full is due no later than 5 days prior to the event. 
 

¶ The school district does maintain reciprocal agreements with several organizations and government entities 
that supersede the fee structure included in this guideline.  The district will honor existing agreements.  Any 
new reciprocal agreements must be approved by the Superintendent.  

Prohibited Use 

¶ School facilities are not available for private lessons or tutoring. 
 

¶ School facilities are not available for private parties or family reunions. 
 

¶ School facilities cannot be used for political fundraising. 



 

¶ Games of chance, lotteries or other activities classified as gambling cannot be conducted on school premises. 
 

¶ Activity that promotes commercial gains cannot be conducted without the consent of the Board of Education. 
 

 
On-Site Rules 
 

¶ User groups are expected to leave all rooms and furniture in the condition and arrangement in which they 
were found. Any additional custodial services which are necessary to return the facility to the condition in 
which it was found shall be compensated by the using group. 
 

¶ Do not disturb any message that may appear on whiteboards or chalkboards in the classroom areas. 
 

¶ ABSOLUTELY NO ALCOHOLIC BEVERAGES may be served or consumed on school property. 
 

¶ ABSOLUTELY NO SMOKING is permitted in school buildings or on school property. 
 

¶ The user is not entitled to use areas or equipment not specifically requested and approved per the Facility 
Use Application Form.  

 

¶ All activities must be under competent adult supervision approved by the District and the principal of the 
building involved. Children attending this event must be supervised by an adult at all times. This includes trips 
to the restroom and drinking fountain. 
 
 

¶ User groups must take reasonable steps to insure orderly behavior and will be required at their expense to 
provide school-approved security personnel as determined necessary by the administration. The use of the 
school facilities will require that a school employee be present when the building is open unless specific 
exception is granted by the Business Manager. 
 

¶ Users will be responsible for paying for all damage incurred by their use of the facility or equipment, including 
property of pupils and employees. In the event that property loss or damage is incurred during use or 
occupancy of district facilities, the amount of damage shall be determined by the building principal and 
approved by the Business Manager, and a bill for damages will be presented to the group using the facilities. 
Payment for damage must be made within two weeks of receipt of the bill. The District will not be responsible 
for any loss of valuables or personal property. 
 

¶ Approved users are restricted to the dates and hours approved and to the building area and facilities 
specified. Buildings will normally be opened one-half hour before the scheduled program time and closed 
one-half hour after the scheduled program time. 
 

¶ Approved users are responsible for the observance of county and state fire and safety regulations at all times. 
Corridors, exits and stairways shall be kept free of obstructions. Members of an audience or spectators must 
never stand or sit to block exits, aisle ways or stairways. Facility capacities, as determined by the Fire 
Marshall, shall be observed. 
 

¶ Decorating plans must be approved by the building administrator 5 days prior to the event. Only decoration 
materials acceptable to the local Fire Marshall shall be used. Decorations shall be removed immediately after 
the event. 
 

¶ When a group or organization uses a facility during the time a custodian is normally on duty, the custodian will 
see that the facility is properly heated, that lights are turned on and that the doors are opened for the group's 
use of the facility.  
 

¶ If the custodial staff is called away from regular duties for more than 1 hour to set up equipment and furniture, 
custodial services will be provided at user expense. If custodial staff is required for after-hours events, 
overtime pay for the period services are required and shall be charged to the user. 



 

¶ Only District personnel may move or direct movement of equipment, furniture, etc. If stage curtains, projection 
equipment, lighting, and PA systems are to be used, arrangements will be made with District to provide 
technically qualified personnel to perform the tasks at wage rate specified in the Tiered Fee Schedule. (link to 
Tiered Fee Schedule) 
 

¶ During periods of inclement weather, the district may charge a fee for snow removal if the event is held during 
non school operating hours. 
 

¶ Bats, hardballs, and softballs are prohibited from use in school buildings. 
 

¶ Only in the case of an emergency are offices to be opened and/or telephones used. Groups are requested to 
use the pay telephones or their cellular telephones. 
 

¶ No food/drink items of any type are to be used in District facilities without the prior knowledge and consent of 
the building Principal. Should a kitchen area be desired for use of food preparation, it is understood that an 
approved member of the school cafeteria staff will be necessary at user expense to supervise the kitchen. 
 

¶ Applicant must have their approved Facility Use Contract in their possession at the event. 

 
  



 
 


