
ASHEVILLE CITY SCHOOLS Administrative Procedure:  5030-P 
 

COMMUNITY USE OF FACILITIES 
 
 
REQUESTS FOR USE OF FACILITIES 
 
Requests to use a school facility by groups other than school-sponsored and school-related 
groups shall be made to the Principal of the applicable school by forwarding a copy of the 
Facility Use Application and all relevant documentation and application fee to the site 
administrator’s office. A Facility Use Application form is attached to these administrative 
procedures and is available on the school district's website. The site administrator shall evaluate 
the request and determine if the activity conflicts with other uses and if necessary staffing can be 
provided.  If the administrator believes the facility request can be accommodated, they will 
forward the Facility Use Application, the application fee, and all other relevant documentation to 
the Executive Director of Communications and Community Relations who will then approve or 
deny the application after consideration of the criteria set forth below. If approved, the signed 
Application will constitute the agreement between Asheville City Schools and the group and 
incorporate Board Policy 5030 and these Administrative Procedures 5030-P. 
 
School-sponsored and school-related groups shall coordinate their use of school facilities with 
the site administrator (in most cases, the principal) of the desired facility. The site administrator 
whose facilities are involved will make a final decision and post all events to the district calendar 
so that the Executive Director of Communications and Community Relations is aware of all 
administrator-approved facility use. School related groups such as PTO’s shall execute a Facility 
Use Agreement, Waiver of Liability and Assumption of Risk form with the principal at least on 
an annual basis that will cover the entire school year. A copy of this form is attached to these 
administrative procedures. The original executed form shall be provided to the District’s 
Administrator for Transportation and Auxiliary Services on or before the first event of each 
school year. 
 
FEES FOR USE OF FACILITIES 
 
An application fee will be charged to all groups (except school-sponsored and school-related 
groups) using school facilities, which fee must accompany the Facility Use Application. Rental 
fees for facilities, staffing and equipment use will be assessed for all groups in accordance with 
the Facility Use Fee Schedule. All fees will be collected and retained by the school district and 
not individual schools. Staffing costs will then be paid by the school district as necessary. The 
Facility Use Fee Schedule is attached to these administrative procedures and is available on the 
school district's website. However, political parties using the facilities for annual or biennial 
precinct meetings and county and district conventions will only be charged custodial and utility 
fees. Asheville City Schools reserves the right to cancel or amend, at any time, any facility use 
agreement. 
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CRITERIA TO DETERMINE ACCEPTABLE FACILITY USE 
 
In addition to the criteria listed in Board Policy 5030, the following additional criteria will be 
considered by the Executive Director of Communications and Community Relations when 
reviewing Facility Use Applications:  
 
• the facility requested is available for the dates/times requested and is not likely to be 

needed for school-sponsored or school-related events; 
• the number of people expected to attend can be accommodated comfortably and safely in 

the requested space and the necessary parking is available; 
• the nature of the event is appropriate to the space requested; 
• the event can be adequately staffed by necessary Asheville City Schools' personnel (in 

general, a least one school representative must be present and on duty at all times during 
facility use); and 

• the security of school district property and personnel can be ensured. 
 
GROUPS USING SCHOOL FACILITIES MUST MEET THE FOLLOWING STANDARDS: 
 
• no alterations or changes may be made to the facility; 
• parking will be allowed in designated areas only; 
• use will be restricted to space designated in agreement; 
• damages to the facility beyond normal wear will be paid for by the user; 
• user will be responsible for payment of rental fees for additional time/equipment; 
• no alcoholic beverages, tobacco products, illegal drugs, firearms, or weapons will be 

permitted on the premises; 
• the user will be responsible for strict supervision and security of the activity it sponsors at 

all times;  
• use of facilities is AT YOUR OWN RISK and the user assumes full responsibility for 

personal loss or bodily harm from use of the facility. Neither the school system nor the 
Board of Education shall be liable for any loss, damage, or expense that may arise during 
or be due to the group's use of the facility; 

• evidence of appropriate liability insurance coverage shall be attached when the facility 
use application is submitted and Asheville City Schools assumes no responsibility and 
shall incur no liability for unauthorized use; and 

• the user will pay all rental fees required by the Asheville City Schools at least five (5) 
working days prior to its use of the facility. 

 
USE OF FOOD SERVICES FACILITIES 
 
Users must secure permission of the Executive Director for Communications and Community 
Relations under the guidance of the Superintendent, to use the food service facilities of any 
school by groups other than school-sponsored or schoolrelated. Either the lunchroom manager or 
assistant manager shall be on duty at said function and shall be compensated by the group using 
the facility. Compensation shall be processed through the school system. 
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USE OF CHILD CARE FACILITIES 
 
Groups other than school-sponsored or school-related groups must secure permission of the 
Executive Director for Communication and Community Relations under the guidance of the 
Superintendent to use child care facilities. Either the Child Care Director or his/her designee 
shall be on duty at said function and shall be compensated by the group using the facility. 
Compensation shall be processed through the school system. 
 
USE OF TECHNOLOGY FACILITIES 
 
Use of Asheville City Schools' technology is not permitted by user groups unless otherwise 
specified in the facility use agreement. 
 
 
 
Revised: May 10, 2012 

January 10, 2013 
July 1, 2014 
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Asheville City Schools Facility Use Application                  Revised 7/1/2014     

Application Date:        Name of User:         _______________ 
Type of Organization (circle):       political party       local gov't/community/non-profit       for-profit/individuals 
If local government/community/non-profit, majority of attendees will be (circle):       ACS students/Staff           Open enrollment 
Contact Person:              ________ 
Address:          
Day Phone#: _______________________________________________    Evening Phone#:      ________ 
Brief Description of Event or Purpose: ______________________________________________________________________________________________ 
____________________________________________________________________________________________________________________________ 
Location (School) & Space(s) Requested:             
Equipment Needed:               
Maximum Number of Persons Expected:             
Will a fee be charged for admission to this event?       If yes, how much?     ________ 
Will there be advertising for this event? _____________________________  If yes, explain ___________________________________________________ 

ASHEVILLE CITY SCHOOLS WILL NOT ADVERTISE OR PARTICIPATE IN TICKET SALES FOR ANY OUTSIDE EVENT. 
Will food or drinks be served or sold at this event?    Yes___   No___    If yes, what and by whom?    ________________ 
            
(No Food/Drinks are allowed in auditorium, theatre or gyms. If food and drinks are brought into these facilities, there will be a $200.00 clean-up charge 
added to the invoice balance. Additional clean-up charges will be added as deemed necessary.) 

Please fill in the requested dates and times below.  Remember to include set-up, take down times in the total! 

Day of the Week Month/Day/Year Time of Entry Time of Departure Hours Requested 

     

     

     

     

     

   Total Hours Requested  

I have read Board Policy 5030 and Administrative Procedures 5030-P and agree, on behalf of the organization named above, to abide by all such 
policies and procedures and to the following: 
 To pay the invoice at least five (5) working days prior to use of the facility, payable to Asheville City Schools. Failure to do so will void the request; 
 To pay for damages and additional hours utilized by the group beyond contracted hours stated above; 
 To not allow smoking anywhere inside or outside the facility before, during, or after the event; and 
 To pay a $25.00 application fee. In the event of cancellation by you, the application fee is non-refundable and non-transferable. If we cancel, we 

will refund the fee to you. 

 

Signature of Responsible Party:  _____________________________________________________________  Date:  ___________________________ 

Approval of school being requested (principal or representative): _____________________________________________________________________ 
Required Attachments for all applicants: 
____  $25.00 application fee 
____ Certificate of Insurance showing current $1,000,000/per claim general liability and property damage coverage and naming Asheville City Board of 

Education as an additional insured. 

Please return completed application, application fee and certificate of insurance to: The Executive Director of Communications and Community Relations 
___________ Approved  ___________ Denied 

 

Signature of Executive Director: _____________________________________________________________ Date: _______ __  ____ 

ASHEVILLE CITY SCHOOLS RESERVES THE RIGHT TO CANCEL OR RESCHEDULE ANY ACTIVITY OR EVENT UPON 24 HOUR NOTICE.   
IF CANCELLED BY ACS, ALL PREVIOUSLY PAID FEES WILL BE REFUNDED
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ASHEVILLE CITY BOARD OF EDUCATION 
FACILITY USE AGREEMENT, WAIVER OF LIABILITY  

AND ASSUMPTION OF RISK 
(For School-Related Groups) 

 
 
 
___________________________________________________________________________ (Name of Group) 
 
_____________________________________________________________________________ (ACS Facility) 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 

(Description of Event or Program) 
 
The use of the above-referenced ACS Facility by the above-referenced Group for the uses described above 
is hereby approved as of the date referenced below. 
 
In consideration for the use of the ACS Facility, the undersigned, with authority from and on behalf of the 
above-referenced non school-sponsored group, hereby acknowledges that The Asheville City Board of 
Education (individually or collectively), Asheville City Schools, and their employees, agents or 
representatives (collectively, the "Indemnified Parties") are not responsible and have no liability for any 
loss, damage or expense, including damage to personal property or bodily harm, incurred by any member 
or visitor of the Group by reason of or resulting from the Group's use of the above-referenced ACS 
Facility or the use of any other property, materials or services provided by the Indemnified Parties and 
hereby waives any such liability and agrees to hold the Indemnified Parties harmless from and indemnify 
them against any such liability.  The Group hereby expressly assumes the risk of any and all liabilities, 
claims or causes of action arising as a result of the Group's use of the ACS Facility and expressly 
understands that the liability coverage of the Indemnified Parties does not extend to the Group or their 
members or guests. 
 
GROUP NAME: ______________________________ 
By: _________________________________________   __________________ 
Printed Name: ________________________________    Date  
Title: ________________________________________ 
 
SCHOOL NAME: _____________________________ 
By: _________________________________________   __________________ 
Printed Name: ________________________________    Date 
Title: _______________________________
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Asheville City Schools Facility Use Fee Schedule 

ASHEVILLE CITY SCHOOLS 
FACILITY USE FEE SCHEDULE 

 

USER GROUP DEFINITIONS ARE IN POLICY 5030 

School-Sponsored 
& School-Related 

Groups 
 

Local Govt., Ed. 
Institutions, Not-for- 
Profit, etc. (Majority 
ACS Students/Staff) 

 

Local Govt., Ed. 
Institutions, Not-for- 

Profit, etc. (Open 
Enrollment) 

 

Private, For-Profit, & 
Individuals 

 

INSIDE FACILITIES     

Auditorium No charge No charge $45 per hour $90 per hour 
Band Room No charge No charge $45 per hour $75 per hour 
Cafeteria (kitchen not available) No charge No charge $200 per hour $200 per hour 
Classroom (excludes computer labs) No charge No charge $45 per hour $60 per hour 
Gymnasium (excludes concessions) No charge No charge $50 per hour $50 per hour 
Media Center No charge No charge $50 per hour $65 per hour 
Multi-Purpose Room No charge No charge $45 per hour $65 per hour 
OUTSIDE FACILITIES     

Baseball or Softball Field (AMS not 
available No charge No charge $150 per day $150 per day 

Stadium Field (excludes concessions) No charge No charge $1,000 per day $1,000 per day 
Playgrounds or Open Play Areas 
(Elementary) No charge No charge $75 per day $75 per day 
Multi-Purpose Field No charge No charge $75 per day $75 per day 
Parking Lot Only No charge No charge $300 per day $300 per day 
Field Lights (if available) No charge No charge $30 per hour $30 per hour 
Soccer Field No charge No charge $75 per day $75 per day 
Track No charge No charge $100 per day $100 per day 
PERSONNEL (Staffing Requirements 
Vary According to the Event) 
 

  
  

Site Supervisor (minimum 2 hours)           No charge $30 per hour $30 per hour $30 per hour 
Technical Assistant (sound, theater & 
auditorium lighting, scoreboards) No charge $30 per hour each $30 per hour each $30 per hour each 
Custodian (each, minimum 2 hours) No charge $25 per hour each $25 per hour each $25 per hour each 
Security (minimum of 2 hours; required 
for certain events) No charge $30 per hour each $30 per hour each $30 per hour each 
Parking Supervision (required for 
groups larger than 300) No charge $20 per hour each $20 per hour each $20 per hour each 
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ASHEVILLE CITY SCHOOLS 
FACILITY USE FEE SCHEDULE 

 

USER GROUP DEFINITIONS ARE IN POLICY 5030 

School-Sponsored 
& School-Related 

Groups 
 

Local Govt., Ed. 
Institutions, Not-for- 
Profit, etc. (Majority 
ACS Students/Staff) 

 

Local Govt., Ed. 
Institutions, Not-for- 

Profit, etc. (Open 
Enrollment) 

 

Private, For-Profit, & 
Individuals 

 

OPTIONAL EQUIPMENT 
     
Grand Piano (tuning not 
included) No charge No charge $75 per day each $75 per day each 
Studio Upright Piano (tuning 
not included) No charge No charge $65 per day each $65 per day each 
Follow Spotlights (plus 
Technical Assistant) No charge No charge $25 per day each $25 per day each 
Choral Risers No charge No charge $50 per day $50 per day 
Music Stands No charge No charge $0.50 per day each $0.50 per day each 
Podium No charge No charge $10 per day $10 per day 
Folding Tables No charge No charge $5 per day each $5 per day each 
Folding Chairs No charge No charge $0.25 per day each $0.25 per day each 
Microphones (each, wireless or wired) No charge No charge $10 per day each $10 per day each 
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