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701 Ridgewood Road

Twp. of Washington, New Jersey 07676

201-664-0880, x2005  *   201-664-7642 (fax)

	Use of Facilities or Buildings Request (Public Request, i.e., PSO’s, recreation, etc.)





Date Completed:


 FORMCHECKBOX 
 New Request
 FORMCHECKBOX 
 Cancel Notice________________
 FORMCHECKBOX 
 Change________________ / ________________

(date)
    (previous date)                   (new date)


Name of Organization:


(Organization will assume responsibility for proper care and use of school facilities)
Address:
(Street, City, State, Zip Code)
Contact Name:
1.  FORMTEXT 

                                                                
Telephone:

2.  FORMTEXT 

                                                                
Telephone:


Custodial overtime charges apply on weekends for all schools except the High School.  The High School weekend hours are from 7:30 A.M. to 3:30 P.M. (additional time(s) will require overtime).  Custodial overtime charges will apply as specified below:


George – Monday thru Friday (after 10:00 P.M.)


Berkeley – Monday and Friday (after 7:00 P.M.)


Middle School – Tuesday (after 7:00 P.M.)


Washington – Wednesday and Thursday (after 7:00 P.M.)

[Additional custodial overtime may be charged on an as needed basis determined by the Board of Education]


Application is hereby made to the Board of Education for the use of:

Facility Requested:                                      FORMTEXT 

                                                                                               

Specify Room(s):
Purpose:
Day of the Week (circle all that apply):
SUN    MON   TUE   WED   THU   FRI   SAT

Dates:







Equipment Required:

Admission to be charged?
Additional Information (i.e., custodial requirements, furniture needs, setup requests, etc.):

 FORMTEXT 

                                                                                                                                                                                           

For Internal Use
 FORMCHECKBOX 
Business Office   FORMCHECKBOX 
School Office   FORMCHECKBOX 
P. Sommerhalter   FORMCHECKBOX 
Head Custodian   FORMCHECKBOX 
Contact’s Copy   FORMCHECKBOX 
Other Dept:
I, the undersigned, hereby certify that I have received and read the Policy and Rules & Regulations concerning the use of school facilities and agree to be responsible for any charges which may be applicable.  The undersigned further agrees to provide a Certificate of Insurance for liability coverage’s satisfactory to the district.
	Signature of Adult in Charge of Activity (one from above):
Address:




Certificate of Insurance
Name of Carrier:
Limits of Liability:  Property Damage $


Facility Availability Approval (Building Principal or Athletic/VPA Supervisor)
	 FORMCHECKBOX 
 Approved
	 FORMCHECKBOX 
 Not Approved (Specify Reason): 


Signature______________________________________________________________Date_________________________
District Calendar Availability (Central Office):
	 FORMCHECKBOX 
 Approved
	 FORMCHECKBOX 
 Not Approved (Specify Reason): 


Signature______________________________________________________________Date_________________________

Director of Buildings & Grounds Approval:
	 FORMCHECKBOX 
 Approved
	 FORMCHECKBOX 
 Not Approved (Specify Reason): 

	 FORMCHECKBOX 
 Custodial overtime charges will apply (rates will be charged accordingly)


Signature______________________________________________________________Date_________________________



Use of Facilities Policy and Rules & Regulations
Permit Restrictions
· No use of any facility before noon on Sundays
· No use of any facility after 10:00 pm weekdays
· No use of any facility after 8:00 pm on Saturdays
· No use of any facility after 6:00 pm on Sundays
· May only use the facility and equipment listed on permit (i.e., chairs, tables, etc.)
· May only use the facility for the time listed on the permit (no earlier or later)
· May not trade or give your permit to anyone else (permission and permits must be obtained separately)
· If the facility is not to be used on the date and time requested the building principal must be notified
· No one is to be in areas that are not listed on the permit.  Permit must be in the possession of the adult in charge each time the facility is used
· If the district and/or the facility requested are closed due to an emergency closing, all afterschool activities are cancelled.
Care of Facilities
· No food or drinks in the gyms or other instructional areas
· Only blue masking tape on the floor (must be removed immediately)
· All equipment must be put away after use
· No balls or playing in the hallways
· Keep balls from hitting lights in the gym
· Use mats to cover doorways for indoor soccer (no tables, etc.)
· Repair any damage to bulletin boards
· Field Set Up – Return benches, garbage cans and bleachers to original set up
· All garbage is to be placed in receptacles
· No parking on fields or grass (in lots only)
Supervision
· Coaches must stay until team members have left
· Children are not to be left unsupervised in the hallways or any other area
· No one is to be in any office or storage area
· No alcohol on school property
Enforcement
· Any violation of permit restrictions will result in a one week suspension of the permit
· Second abuse of permit restrictions will result in forfeiture of the permit and use of the facility
· Any mistreatment of school personnel will not be tolerated and will result in immediate suspension of the permit

701 Ridgewood Road

Twp. of Washington, New Jersey 07676

201-664-0880, x2005  *   201-664-7642 (fax)

	Hold Harmless Agreement



For and in consideration of the use of the 

(Auditorium, Gymnasium, etc.)

At 
(School Name)

On 
(Date(s))

The 
(Name(s) of Organization or Individual)



Covenants agree to save and hold harmless the Westwood Regional Board of Education, its agents, servants and administrators from any and all liability arising out of the use of said premises of property.


Signed____________________________________


(Organization Officer)


Position___________________________________


Organization_______________________________


Address___________________________________

Date______________________________________
   Westwood Regional School District











   Westwood Regional School District














Revised 7/27/11

