
K GA Bu i ld in gs  a nd  Gr oun d s  K GA 

 Re qu es t s  f o r  u se  o f  t he  d i s t r i c t ' s  bu i l d ings  an d  gr ou nd s  b y  i n d i v id ua l s  

o r  o u t s ide  o r ga n i za t i ons  s ha l l  be  su b mi t t ed  t o  t he  b u i ld i n g  p r i nc i pa l .   An y 

r eq ues t  f o r  use  o f  t he  d i s t r i c t ' s  b u i ld in gs  o r  g r ou nd s  s ha l l  b e  g r a n t e d  o r  de n i ed  

p ur sua n t  t o  gu i de l i ne s  fo r  u se  o f  t he  f a c i l i t i e s  de ve lo pe d  b y  t he  ad mi n i s t r a to r  

a nd  a pp ro ve d  b y  t he  boa rd .   An y  gr oup  us i n g  t he  d i s t r i c t ' s  f ac i l i t i e s  s ha l l  

c o mpl y  w i th  a l l  r u l e s  an d  r e gu l a t i o ns  go ve rn i n g  u se  o f  t h e  f ac i l i t y .  

 Us e  o f  Bu i l d in gs  an d  Pr op e r t i e s   

 T h e  po l i c y  o f  t he  E l l -S a l i ne  US D # 30 7  Bo ar d  o f  E duc a t i on  sha l l  be  t o  

g r a n t  t h e  u se  o f  t h e  s ch oo l  bu i l d i n gs  a nd  sc ho o l  gr ou nd s  t o  r e s po ns i b l e  

i nd i v id ua l s  a nd  p ro pe r l y  o r ga n i ze d  g ro ups  w i th i n  t he  E l l -S a l i n e  un i f i e d  s ch oo l  

d i s t r i c t .   S uc h  us e  o f  a n y  sc ho o l  f a c i l i t y  o r  s ch oo l  g ro un ds ,  h o we ver ,  sh a l l  no t  

i n t e r f e r e  wi t h  t h e  da i l y  s c ho o l  s t ude n t  r ou t in e  o r  a n y  s ch oo l - s po ns ore d  s tu den t  

a c t i v i t y .  

 T h e  boa rd  i s  p l eas ed  t o  ha ve  t he  p eo p le  o f  t he  d i s t r i c t  u se  s choo l  

f ac i l i t i e s  f o r  r e c r e a t i on a l  an d  ed uc a t io na l  pu rp ose s .   In  o rde r  t o  e x t e nd  t h i s  

o p por t un i t y  t o  t h e  p eo p le  o f  t he  d i s t r i c t ,  i t  i s  n ece s s a r y  t h a t  t he  f o l l owin g 

r e gu la t i on s  be  fo l l owe d :  

1 .  T h e  u se  o f  an y  f a c i l i t y  mu s t  be  i n  ke ep in g  w i t h  t h e  gen e ra l  p r o gra m of  

e du ca t i on  a nd  mu s t  no t  be  fo r  co mme r c i a l  u s e .  

2 .  G r ou ps  u s in g  t h e  bu i l d in g  mu s t  be  p ro pe r l y  su pe r v i s ed  s o  t h a t  o rde r l y  use  o f  

t he  f ac i l i t i e s  i s  i n su re d .   Gr ou ps  us i n g  t he  b u i l d in gs  mu s t  b e  p e r s on a l l y  

s up e r v i se d  b y  a  s u f f i c i en t  nu mb er  o f  a du l t  s po ns or s  t o  e ns u re  p ro pe r  ca r e  o f  

t he  f ac i l i t i e s  an d  eq u i p men t .  

3 .  S c ho o l  d i s t r i c t  a c t i v i t i e s  wi l l  h a ve  f i r s t  p r io r i t y  i n  s c hed u l i ng  t h e  b u i l d in g  

f ac i l i t i e s .   Sc ho o l  o f f i c i a l s  s ha l l  a t t e mp t  t o  n o t i f y  t h os e  gr oup s  t ha t  r e se r ve  

f ac i l i t i e s  fo r  u se  ce r t a in  n i gh t s  o f  t he  we e k  o n  a  l o n g - r a n ge  b a s i s  i f  t he i r  

s ch ed u le  t i me  ha s  b ee n  s up e r se de d  b y  a  s c ho o l  f un c t io n ,  bu t  i t  s ha l l  n o t  be  

ma n d a to r y .   T h e  s poke s pe r so n  f o r  t he  g ro u p  r e se r v in g  t he  f ac i l i t y  sh a l l  be  

r e sp on s ib l e  fo r  b e in g  i n f o r me d  as  t o  c on f l i c t s  i n  s c he du l in g .  
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4 .  Al l  i n d i v id ua l s /o r gan i za t i o ns  sh a l l  b e  r e sp on s ib l e  f o r  p r ope r  ca r e  o f  t he  

b u i l d in g  a nd  eq u ip me n t  a nd  sha l l  b e  l i a b l e  fo r  t he  ex pe nse s  o f  r ep a i r i n g  a n y 

d a ma ge  ca us ed .  

 

5 .  Un les s  p e r mi s s io n  i s  g r an t ed  spe c i f i ca l l y  t o  us e  t h e  f a c i l i t y  u n t i l  a  l a t e r  

t i me ,  t h e  f ac i l i t y  s ha l l  b e  va ca t e d  b y  1 1 : 00  p m.  

 

6 .  Us e  o f  a l co ho l i c  be ve r a ges ,  t oba cc o ,  a nd  d i so r de r l y  co nd uc t  s ha l l  be  

p ro h ib i t ed  i n  a l l  s c ho o l  b u i l d in gs .  

 

7 .  Un der  n o  c i r cu ms tanc es  s ha l l  t h e  r e gu l a r  s ch oo l  p r o gr a m of  t he  s ch oo l  be  

d i s r up t ed  b y  t he  a c t i v i t i e s  o f  an y  ou t s i de  o r gan i za t i on .  

 

8 .  E x cep t  o n  s pec i a l  occ as i on s  a nd  wi t h  p e rmi s s io n ,  n o  o ne  sh a l l  be  pe r mi t t ed  

o n  t h e  gym f l oo r  wea r i n g  o the r  t ha n  gym s ho es .  

 

9 .  No  s c re ws  o r  na i l s  ma y  b e  u sed  wi t ho u t  t h e  pe r mi s s i on  o f  t h e  p r i nc i pa l  o r  

c us t od i an .  

 

1 0 .S ch oo l  eq u i p men t  i s  no t  t o  be  us ed  un l e s s  p e r mi s s io n  i s  g i ve n  f o r  sp ec i f i c  

i t e ms  a s  l i s t ed  on  t he  r eq ue s t  f o r m.   In s t r uc t i on a l  ma t e r i a l s ,  r e co r ds ,  t e ach e r  

a nd  s t ud en t  p ro pe r t y  a r e  t o  b e  r e s pec t ed  an d  th e i r  u s e  i s  p r oh i b i t e d .  

 

1 1 .A l l  l i gh t s ,  f a ns ,  f u rn ace s  a nd  a n y  o t he r  me c ha n ica l  e qu i p me n t  t ha t  i s  t u rne d  

o n  b y  t he  u se r  mu s t  b e  ap pr opr i a t e l y  t u r ne d  o f f .  

 

1 2 .T he  f a c i l i t y  mu s t  be  c l ea ne d  up  a nd  r e ad y  fo r  u se  fo l l o win g  th e  co mmu n i t y  

a c t i v i t y .  

 

1 3 .Use  o f  s ch oo l  bu i l d in gs  a nd  g ro un ds  w i l l  b e  fo r  t he  t i me  d es i gn a t e d  on  t he  

r eq ues t  f o r m.  

 

1 4 .An y  d a ma ge  d on e  t o  t he  bu i l d i ng  o r  eq u i p men t  mu s t  be  r ep or t ed  

i mme d ia t e l y  t o  t he  Su pe r in t en de n t ’ s  o f f i ce  o r  t o  t he i r  de s i gnee .  

 

1 5 .A  s ch oo l  c us t od i a n  o r  o t he r  s ch oo l  emp l o yee  c a l l e d  t o  t he  s ch oo l  b u i l d in g  

b y  an y  in d i v i du a l  o r  o r gan i za t i on  wi l l  b e  p a i d  a t  t he i r  ho ur l y  wa ge  e qu i va l en t  

  t o  t i me  a n d  on e -h a l f  b y  t h e  i nd i v i dua l  o r  o r gan i za t i o n  an d  t ha t  p a yme nt  

s ha l l  be  mad e  pa ya b le  t o  t he  s c ho o l  d i s t r i c t .  

 

1 6 .Ke ys  l o an ed  t o  t h e  p e r s on  i n  c ha r ge  o f  t h e  ac t i v i t y  mu s t  r e ma in  i n  t he  

p os ses s io n  o f  t ha t  p e r s on  a t  a l l  t i me s .   I f  a no t he r  pe r so n  a s su me s  t he  

r e sp on s ib i l i t y  fo r  a  g r o up ,  t h a t  c han ge  mu s t  b e  r e por t ed  an d  th e  n e w pe r so n  

mu s t  co me  t o  t h e  o f f i c e  an d  co un t e r s i gn  t h e  r eq ue s t / a g re e me n t  fo r  use .  

 

1 7 .T he  pe r so n  s i gn in g  f o r  t he  ke y  w i l l  b e  he l d  r e sp ons ib l e  f o r  a n y  da ma ge  o r  

d es t ruc t i o n  a t t r i b u t ed  t o  t h e  a c t i v i t y  o f  t h e  g ro up .   A  de po s i t  o f  $ 10  w i l l  be  

l e f t  wi th  t h e  bu i ld i ng  s ec r e t a r y  a t  t h e  t ime  t he  ke y  i s  ch ec ked  ou t .   T h i s   

     d ep os i t  wi l l  b e  r e f un de d  wi t h  t he  ke y  i s  r e tu r ne d  an d  t he  bu i ld i n g  d e t e r min ed  

  t o  b e  sa t i s f ac to r y .  
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1 8 .Use  o f  s c ho o l  k i t c he ns  a nd  k i t c he n  eq u i p men t  i s  s t r i c t l y  f o rb id den  wi t hou t  

t he  d i r ec t  pe r mi s s i on  o f  t h e  bu i l d i n g  p r in c i pa l .   K i t c he ns  may  b e  u sed  fo r  

l i mi t ed  f oo d  p re pa r a t i on  ( s t o ves  a nd / o r  o ve ns ) ,  s e r v i n g  fo od ,  a nd  wa sh i n g  

d i sh es .  

 

1 9 . In d i v id ua l s ,  gr oup s  an d  o r gan i za t i o ns  f ro m o u t s id e  o f  USD 30 7  w i l l  no t  be  

a l l o we d  to  u se  s ch oo l  bu i ld i n gs  o r  f a c i l i t i e s  u n l e s s  a ppr o ved  b y  t he  Board  

o f  Ed uc a t io n .  

 

2 0 . In d i v id ua l s ,  o r gan i za t i o ns  an d  gr ou ps  r e q ues t i n g  t o  us e  sc ho o l  f ac i l i t i e s  

mu s t  ma ke  a  wr i t t en  r eq ues t  o n  t he  f o r m p ro v id ed  b y  t h e  b u i ld in g  p r i nc i pa l  

a t  l ea s t  4 8  ho ur s  p r i o r  t o  t h e  da t e  o f  t he  a c t i v i t y .   F ina l  a pp ro va l  o f  t he  

r eq ues t  r e ma in s  wi th  t h e  Su pe r in t en den t  o f  Sc ho o l s .  

 

2 1 .A  c op y  o f  t h i s  po l i c y  w i l l  b e  g i ven  t o  e ac h  i nd i v id ua l  o r  g r o u p  r eq ues t i n g  

t he  us e  o f  s c ho o l  b u i l d in gs .  

 

 No  s ch oo l  p ro pe r ty  s ha l l  be  us ed  o th e r  t ha n  fo r  s ch o o l  and  

i ns t r uc t i on a l  p u r pose s .   No  sch oo l  p r op e r t y  sh a l l  b e  t a ken  f ro m t he  s ch oo l  

b u i l d in gs  wi th ou t  t he  pe r mi s s i on  o f  t he  S u pe r i n t e nd en t  o f  Sch o o l s  o r  b u i l d in g  

p r in c ip a l .  
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Ell-Saline USD 307  

1757 North Halstead Road  

Salina,  Kansas   67401  

 

REQ UES T TO  US E S CHOO L F ACILI TIES  

 

Organization or Group 

Making Request: ______________________________________________________________ 

Person(s) Making Request: ___________________________________________ 

(Name) 

  ___________________________________________ 

(Address) 

____________________________________________ 

(Phone No.) 

Facilities Requested: ___________________________________________________________ 

 

Date(s) Requested: _____________________________________________________________ 

 

Time of Activity _______________ (  ) AM (  ) PM  to  ___________________ (  ) AM (  ) 

PM 

 

Type of Activity _______________________________________________________________ 

_____________________________________________________________________________ 
 

 It is understood that as the representative of our organization/group, I will be 

responsible for cleaning the area used, checking the lights, heat, restrooms, windows, and 

securing the building.  It is further understood that should there be damage to the facilities, I 

will assume the responsibility of seeing that the school district is reimbursed. 

 

Date: ___________________  Signed: ___________________________________________ 

 

Approved by :_______________________________________ Date: ___________________ 

                       (School Official) 

 

Key given to __________________________________ on (date) _______________________ 

by ____________________________ to be returned on (date) _____________________  

$10 deposit paid (date) _________________              Deposit returned (date) ______________ 
 


