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Community Use of District Facilities

Application and Contract for Use of St. Helens School District Facilities

Name of facility: (Circle below) Application Date:
Columbia City Lewis and Clark McBride Mid School ~ High School
Request Space Insurance Required: Policy #
Purpose of Use Estimated Attendance: # Youth # Adults
Billing Information Additional Contact Information
Supervisor/Contact Name Home Phone:
Applicant/Organizations Work Phone:
Billing Address Cell Phone:
City/State/Zip Email:
Dates of Use S M T W T F S From To
(AM/PM) (AM/PM)
Equipment Needs Chairs (Qty) Tables (Qty) Microphone Podium TV/VCR

Special Instructions:

Facilities

Number of Number Xrate Per Estimated Actual Costs
Estimated Costs: Rm/Space of Hours Hour Costs (Office Use Only)
Room(s) $10.00 $ $
Auditorium $25.00 $ $
Library $15.00 $ $
Gym(s) $20.00 $ $
Cafeteria $15.00 $ $
Commons $15.00 $ $
Equipment
Audio-Visual (per day) $10.00 $ $
Personnel
Custodian $25.00
Groundsman $25.00
Food Service $25.00 $ $
Other
Processing Fee $10.00 $ $
Additional Garbage $ $ $
Building Repair $ $ $
50% Deposit required prior to use Totals $ $ $
User Representative Date
Facility/School Supervisor Staffing Approved

Please make check payable to: St. Helens School District
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The Board may approve of non-monetary contributions by community organizations in lieu of rental fees
on an annual basis. Any agreement will be in writing for a specified period of time.

Organizations may be required to pay for assigned staff when using facilities on the weekend or other time
when school is not in session. The staff member is responsible for access, security, supervision and
cleaning. If district custodians are to be hired, they will be compensated as stated in the current collective
bargaining agreement. If neither a school custodian nor other staff member is available, the organization
will be declined a Building Use Request form.

If district kitchen facilities are used, a district employee (cook) will be on duty at all times at the rate stated
in the current collective bargaining agreement. In some cases, custodians may be hired.

Decision as to custodian and cook hours will be made by the principal or designee.

Payment (deposit/rent) must be submitted and received before a Building Use Request form is approved.
The Board or its delegate may require additional deposits or charges for special requests not covered by the
policy.

All cleaning/security deposits remain the property of the user’s organization and are refundable until such
time an assessment is made against the user. The user shall be notified of such assessment prior to the
user’s next activity.

All fees and assessment shall be deposited to the district office and shall be used for the facility’s
operational costs.

The Board or its delegate retains the right to deny anyone further use of facilities.

If there is a question as to the group’s classification, it will be reviewed by the superintendent or designee
and a decision will be rendered.

A certificate of insurance for one million dollars must be submitted to the facility’s to be rented business
office by any organization wishing to use district facilities prior to approval.

Absolutely no tobacco or alcohol may be brought or consumed on district-owned property or in district
facilities. Failure to abide shall result in immediate revocation of permission to use district grounds and
facilities.
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