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USE OF SCHOOL FACILITIES 

 
In accordance with the policy of the board on the use of school 
facilities, the following guidelines are promulgated: 
 
No use of the school facilities for a non-school purpose shall preempt 
or disturb the educational program of this district. In all cases, 
scheduled instructional and extracurricular events have priority over 
non-school events. Groups using the facility with permission may be 
preempted by a school group. An attempt will be made to provide 
reasonable (48 hours) notice. 
 
The school building shall not be available for use by outside groups 
when programs interfere with the cleaning and maintenance schedules 
during holidays, vacation periods, or during the time school is not in 
session over the summer. 

 
Facilities available for use during the school year are: 
 
Gymnasium 
Old All Purpose Room 
Stage (Productions) 
New All Purpose Room 
Classroom 
Softball Field 
Baseball Field 
Soccer Field 
 
 
Staffing of the Building:  

 
a. When the boiler is in operation, a school employee holding a black 

seal license must be present. 
b. At all times, a school employee or maintenance person must be 

present to monitor the security of the building. A waiver of this 
requirement may be granted at the discretion of the board if the 
group using the building presents a comparable security plan. The 
board reserves the right to rescind any waiver if the security of 
the building is violated. 

 
 
 
 
 
 

 



Applications: 

 
Applications for the use of school facilities will be accepted 
according to the following schedule: 

I.  Extended Use – intended for full season applicants 

     Season     Submission Deadline 
    School Year Activities: September - June  July 1  

(for approval by August) 
  

    Fall Season:   September - December July 1 
(for approval by August) 
 

    Winter Season:  January - March  November 1 
(for approval by December) 
 

    Spring Season:  April - June  February 1 
 (for approval by March) 

 
Applications for extended use will be reviewed by the board at the 
meeting following the submission deadline.  Based on the demand for a 
specific facility, the Board has sole discretion to limit the frequency 
of use requested by a user.  The Board reserves the right to limit the 
use of a facility granted for a school year based upon seasonal 
requests for use of the same facility.  The Board in its sole 
discretion, may interrupt any extended use of the facility for a short-
term use.  Applications submitted after the deadline will be approved 
monthly on a space available basis. 

 
FOR GYMNASIUM USE IN FALL, WINTER, AND SPRING  
 
For evening hour gym use, two time periods will be designated, 6:30 - 
8:00  and 8:00 - 9:30. With this plan, two different groups could use 
the gym on a single evening. Special time requests must be presented in 
writing to the Superintendent for consideration. 
 
• Users may hold activities for both time periods on any given evening 
upon the approval of the Board.  School activities (concerts, Back-to-
School Nights, etc.) are scheduled by the Superintendent; and may 
require cancellations of activity. 
 
• Applications received late (past due date on facility form) may only 
be considered if space is available. 
 
• When using the gymnasium, the following regulations must be followed: 

a.  No food or beverages are permitted in the gymnasium; 
b.  Regulation sneakers must be worn at all times; 
c.  No gum chewing; 
d.  No tape or similar type material on walls or floors; 
e.  Spectators are to stay off the main floor; 
f.  Any stanchions used for activities such as volleyball, etc. must 
  be properly padded and secured. 
  
 
 



II. Short-Term Use 
Applications for short-term uses may be requested and will be 
reviewed by the board based on the submission date. Requests must be 
received far enough in advance so that they may be included on the 
board meeting agenda. 
 
Each application shall require that the applicant or designee agrees 
to: 
 
a.  Provide evidence, upon request, that the organization is 

nonprofit; 
b.1. Provide certification of liability insurance, both bodily 

injury and property damage in the amount of $1,000,000.  The 
Board shall be named as the certificate holder. 

b.2. Obtain additional insurance coverage when deemed necessary by 
the Board in consultation with the Board's insurance company. 

b.3. Provide certification of product liability insurance when 
applicable. 

c.  Comply with all statutes, ordinances, and rules of the 
district;  

d.  Maintain order during the use of the school facility and 
restore the facility to its prior condition immediately 
following use; 

e.  Be present at all times during the applicant’s use of the 
facility and be responsible for the observance of the rules and 
regulations pertaining to its use; 

f.  Confine activities to the area of the school described in its 
application; 

g.  Take proper steps to protect the school property and to insure 
complete safety. 

Supervision and order must be accomplished according to the following: 
a. The applicant is responsible for the preservation of order and 

for the supervision of the activity; 
b. The activity shall be restricted to the area for which permission 

is granted; 
c. The applicant shall provide police supervision for all large 

public affairs held in the school and on parking grounds; 
d. A person in charge of the activity shall be present before the 

activity begins and after and until the last person has left the 
premises; 

e. The school staff and custodians have free access to all rooms at 
all times.  

 

General Requirements and Expectations: 

 
Putting up decorations or scenery, moving school equipment or furniture 
is prohibited unless special permission is granted. The board assumes 
no responsibility for properties left on the premises by the applicant. 
All rooms shall be returned to their original condition.  
 
Nothing shall be sold, given, exhibited, or displayed without 
permission. 
 
All applicants shall hold the board free and without harm, from any 
loss or damage liability or expense that may arise during or be caused 



in any way by such use or occupancy of school facilities. 
 
It is the sole responsibility of the approved applicant to provide 
their own equipment, arrange for their own setup and cleanup, and to 
assess and/or report any damage. (See Policy 1330 for use of school 
equipment.) 
 
In the event that property loss or damage occurs to school facilities 
and/or equipment during use or occupancy, the amount of damage shall be 
decided by the chief school administrator and approved by the board. A 
bill for damages will be presented to the group using or occupying the 
facilities during the time of the loss or when damage was sustained. 
When equipment authorized for use requires the services of an operator 
as indicated by the district, the user shall employ the services of a 
person authorized by the district and shall pay such costs as have been 
set for his/her hire.  The Board shall not be responsible for any loss, 
damage or injury liability or expense that may arise during or be 
caused in any way by such use of district equipment. 
 
Equipment and/or decorations must not block doorways, elevators and/or 
handicapped lifts.  It is a Fire Department regulation that all means 
of egress remain clear and unobstructed at all times.  Should a fire 
alarm sound during an event, all persons must immediately exit the 
building.  The maintenance and custodial staff have been instructed to 
clear the building if an alarm sounds and must wait until local fire 
officials have given clearance before permitting further access to the 
building. 
 
The “tipping” of custodians or other school personnel is not permitted. 
Only the board may pay employees for services involving the use of 
school facilities. 
 
Keys or access codes will not be made available except in exceptional 
cases and then only for a short and well-defined period of time. 
Arrangements must be made through the chief school administrator’s 
office after proper board authorization.  
 
The board, in accordance with policy and regulations, shall have the 
sole authority to grant or deny an application for use of school 
facilities. Participant safety and security of district facilities are 
priorities of the Board of Education.  Each group must adhere to the 
Rules and Regulations pertaining to participant conduct during use of 
the facilities.  Failure to do so will result in the inability of that 
group to use school facilities in the future.  Examples of violations 
include but are not limited to the following:  1) uses where 
insufficient provisions are made for supervision, fire and police 
protection to uphold rules and regulations, law and order, etc.; 2) 
Parking on fields and playgrounds; 3) Bullying or disrespectful 
behavior to others including custodial staff or other 
representatives/employees of the district; 4) use of illegal 
substances, or 5) extending time and/or altering date(s) of usage. 
 
Use of Outside Grounds 
 
Approval of outside grounds does not constitute access to the building 
or restroom facilities.  The user is responsible for providing suitable 
bathroom facilities during its use of school grounds.  The user may 
make arrangements of portable sanitation units from a qualified vendor.  



A qualified vendor shall be on possessing a valid New Jersey Department 
of Environmental Protection Solid Waste Transporter Permit Number and 
appropriate liability insurance naming the Board as an additional 
insured.  Portable sanitation units shall be properly serviced not less 
than once per week and shall be removed within 5 business days of the 
end of the particular activity or, as the case may be, of the sports 
season of permitted use.  A permit may be required from Township of 
Franklin. 
 
Classification of Users and Scheduled Charges: 
 
Organizations and individuals using school facilities will be 
classified as Class I, II, and III users and are prioritized as 
follows: 
 
1. Class I users will be given priority for the use of school 

facilities over other users and may use school district 
facilities without payment of a use fee or charge for custodial 
cost (during the days school is in session 8:00 a.m. to 10:00 
p.m.). The Board of Education reserves the right to assess 
custodial fees if no custodian is on scheduled duty or if 
additional custodial help and services are needed.  Class I users 
include the following organizations and individuals: 

 
 A. All student activities approved by the Board of Education and  
    scheduled by the Chief School Administrator. 
 B. All approved school district activities. 
 C. PTA. 
 
 
2.   Class II – Community Children in grades K-8 – Organizations 
 

Class II users will be given priority for the use of school 
facilities over Class III users and may use school district 
facilities without payment of a use fee but will be charged 
custodial costs if no custodian is on scheduled duty or if 
additional custodial help and services are needed.  Class II 
users include the following individuals and organizations: 

 
A. All resident school-age children, who are presently attending 

or are eligible to attend grades kindergarten through eighth 
or its equivalent in any public or private school or is 
receiving equivalent instruction elsewhere than at school. 

 
B. Franklin Township Organizations such as Franklin Township 

Recreation. 
 

 C.  All Local, County, State or Federal Government required  
     functions, i.e. municipal functions. 
 
 D.  Franklin Township Senior Citizen Groups 
 
3. Class III users will be given lowest priority for the use of 

school facilities and may use school district facilities with 
payment of a use fee (see attached fee schedule) and will be 
charged for custodial costs if no custodian is on scheduled duty 
or if additional custodial help and services are needed.  Class 
III users include the following organizations and individuals: 



 
A. Other organizations that are formed for charitable, civic, 

educational or recreational purposes. 
 
All organizations requesting use of facilities for Saturdays, 
Sundays, or any other permissible time that requires extra 
custodial help, cafeteria help, fire guard, or police will be 
charged the exact costs incurred. 
 
At least one kitchen staff member must be hired to oversee use of 
the facility during all times when the renting organization is 
using the kitchen.  Rate of pay will be the same as the 
custodian, to be paid by the organization. 
 
In the event of an emergency/weather related school closing or 
early dismissal of school activities, all events will be 
cancelled.  The Superintendent/Designee will determine if outside 
facility use will be cancelled.  If the event is not able to be 
re-scheduled a refund of fees will be issued. 
 
All checks are to be made payable to Franklin Township Board of 
Education.  No payments are to be made payable to school district 
employees. 
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 Fees for Class III Users 
 
 

Fee Schedule:   Per Hour  3 Hour Block 
Gymnasium    $40.00  $100.00 
Old All Purpose Room  $40.00  $100.00 
Stage (Productions)  $20.00  $ 50.00 
New All Purpose Room  $40.00  $100.00 
Classroom     $20.00  $50.00 
Softball Field    $25.00  $75.00 
Baseball Field    $25.00  $75.00 
Soccer Field    $25.00  $75.00 

 
 


