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All functions (school related and non-school related) shall be held at the (Designated Site). The only exceptions will be when tours, technology needs, program, and/or equipment needs require use of an alternate facility. (The majority of these guidelines, especially fees, pertain to all District facilities.)

(Designated Site) business hours are (Time) to (Time), (Day of Week) through (Day of Week), and (Time) to (Time) on Saturdays (if Saturday is an option). The facility is closed on Sundays and holidays. Special availability requests will be reviewed on a case by case basis.

The (Designated Site) rental fee schedule is as follows (please note that technology and food needs may be additional):

· ($ Amount) hourly per room
· ($ Amount) hourly per additional room
· ($ Amount) per additional (School District/ISD) staff member required (i.e. large events which require more than one staff member to service the event)

Technology needs, beyond standards TV and VCR, may be in addition to the rental fee. All technology arrangements must be made through the Technology Department Help Desk (or the Technology representative assigned to your building). The technology fee schedule is as follows:

Service					School Related		Non-School Related	

Satellite Downlinks (Live)		($ Amt.) set-up fee		($ Amt.) set-up fee

Satellite Downlinks (Tape Only)		($ Amt.) tape duplication +	($ Amt.) tape duplication +
						license fees			license fees and
										($ Amt.) set-up fee

Teleconferencing/Video Field Trips	($ Amt.) first hour;		($ Amt.) first hour;
(USA to USA)				($ Amt.) each addl. hour	($ Amt.) each addl. hour

Teleconferencing/Video Field Trips	($ Amt.) fee plus		($ Amt.) fee plus
(International)				international line		international line
						line charges +			line charges +
(Percent) % service charge	(Percent) % service charge

After Hours Technology Support		($ Amt.) per hour		($ Amt.) per hour
(or special arrangements requiring technology assistance)
Food and/or beverage needs are in addition to the rental fee and only available at the (Designated Site). The (Site) Events Manager will access this information through the GroupWise reservation system.

· Coffee is included in the rental fee for every meeting.
· Prepared food may be brought in.
· Due to licensing and liability, food preparation on-site is not permitted.

School related functions are defined as those being sponsored, promoted (i.e. recruitment and registration), and staffed by the (School District/ISD).

All functions must be entered into the GroupWise reservation system. Whenever possible, non-school related arrangements should be processed by an (Designated Site) Receptionist. If you choose to enter a non-school related function in GroupWise, please remember that the (School District/ISD) fee schedule and guidelines must be adhered to, which means that you accept responsibility for invoicing, accuracy of meeting details, etc.

(School District/ISD) staff must be present at all times for all events.

The Building and Grounds Director should be informed well in advance of all after hours functions for building preparation (security, snowplowing, etc.), as well as any other special needs or considerations.

(School District/ISD) custodial staff is responsible for restroom cleanup.

State law prohibits use of alcohol and tobacco products on school property.

All fees collected shall go back into the operating fund.
