Spencer-East Brookfield Regional School District
Office of the Superintendent
306 Main Street, Spencer, Massachusetts 01562
Telephone (508) 885-8500 * Fax (508) 885-8504
www.sebrsd.org

FACILITY USE APPLICATION

Return completed application to: Denise Avolese, avolesed@sebrsd.org
All requests must be submitted a minimum of two weeks prior to the event to allow for coordination.

Organization Name:
Event/Function:

Est. Number of Participants:
Contact Person(s): Phone Number:
Mailing Address:
Email Address
Date(s) Requested: Time Requested:

School Requested:
D East Brookfield Elementary o Wire Village Elementary 0 Knox Trail Middle o David Prouty High
Areas Requested:
0 Gymnasium oCafeteria w/Kitchen Staff ODPHS Baseball Field (lower} o Field Lighting
O Auditorium 0 Library ODPHS Practice Field (lower) o Other Location: (specify):
o Classroom o DPHS Soccer Field (upper) O Athletic Fields (EB,WV, KT)
o Cafeteria 0 DPHS Football Field {mid) 0 Field House/Snack Shack

Special Requests:

Additional Requirements: 1. Is the activity open to the general public? oYes oNo
*A copy of the 501(c) must be provided 2. Is the organization a registered non-profit?* oYes oONo
3. Will admission fees be charged: oYes ©ONo

In consideration for the use of facilities owned or operated by the Spencer-East Brookfield Regional School District, the undersigned organization hereby releases and holds harmless
the Spencer-East Brookfield Regional School District and its employees, agents and volunteers {collectively “the District” } from and against any and all injuries, damages, liabilities,
actions, suits, proceedings, claims, demands, losses, costs and expenses (including reasonable attorneys' fees) that may arise out of or in connection with the use of such facilities by the
undersigned organization or its employees, agents or volunteers, and further agrees to indemnify the District from and against any and all injuries, damages, liabilities, actions, suits,
proceedings, claims, demands, losses, costs and expenses (including reasonable attorneys’ fees) by third parties arising out of or in connection with the organization’s or its employees’
agents, or volunteers activities on or about the rented premises.

1 have read this contract and all of its attac h s and the regulations for the use of the Spencer-East Brookfield Regional School District property, and accept the responsibility for
payment of fees, the observance of all regulations, and all terms hereof.

Requestor Signature: Date:
For District Use Only o CORI Provided nGeneral Liability Policy Provided 0 501© Provided
0 Approved oNot Approved oRental Charge oCustodial/Staff Charges 0 Ancillary Charges

Special Notes:

Signatures:

Athletic Director (where appropriate): Date:

School Principal: Date:

Executive Assistant to Superintendent of Schools: Date:

Superintendent of Schools: Date:

DISTRIBUTION: 0 Requester © School O Facility/Grounds
The Spencer-East Brookfield Regional School District encourages the use of school facilities for educationaol, charitable, recreational and civic purposes, sp ed by recognized,
resp organizati Itisc itted to ensuring that oll of its progroms and facilities are accessible to the public. The Spencer-East Brookfield Regionol School District’s Policy
of non-discrimination will d to oll students, staff, the general public and individuals with whom it does business, and will apply to race, color, national background, religion,
sex, disability, pregnancy, pregnancy-related conditions, economic status, political party, age, handicop, sexual orientation, gender identity, h I and other human

differences.



Spencer East Brookfield Regional School District
306 Main Street. Spencer, Massachusetts 01562
Telephone (508) 885-8500 * Fax (508) 885-8504

Web: www.sebrsd.org

FACILITY USE

WHAT YOU NEED TO KNOW

ENCLOSED: @ Regulations Governing Use of Facilities @ Use of Facilities — Group Classifications
© Facility Use Fee Schedule @ Facility Use Application @ CORI Request Form

Please review the attached policies and regulations and return completed applications, along with
required documents, to the Facility Use Coordinator at the SEBRSD Administrative Building.

COMMUNITY USE OF DISTRICT FACILITIES

The regulations highlighted below are part of the agreement between the requesting organization and the
Spencer-East Brookfield Regional School District. For a complete listing of regulations, please refer to the
Regulations Governing Use of Facilities attachment.

Applications must be submitted a minimum of 2 weeks prior to requested event dates to allow
for coordination, approval and CORI background checks.

Applications must include all supporting documentation and are approved on a first-come, first-
served basis.

Parking is permitted in parking lots only. Parking in designated fire lanes, on the grass, athletic fields
or other marked areas is prohibited. Pets are not permitted on school grounds.

A custodian or other school staff member must be on the premises at all times when a school building
is open. Staff is not responsible for supervising groups or activities.

Children must not be left unattended. Adult supervision by the contracted organization is required at
all times to maintain control of the behavior of all participants and ensure that all participants remain
in the designated area.

Any changes to approved time slots must be coordinated with the Facility Use Coordinator with
advanced notice.

» No area other than that approved for use on the application shall be used.

vV ¥V V VvV V¥
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APPLICATION REQUIREMENTS - WHAT YOU NEED TO PROVIDE

Requests will not be considered without the following:

M Completed and signed Facility Use Application

M Copy of requesting organization’s General Liability Policy

M Proof of 501 (c) non-profit status, if applicable

M Completed CORI Check form (with a copy of photo ID) for each adult representing the requesting
organization that wishes to gain entry to school property
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Spencer East Brookfield Regional School District
306 Main Street. Spencer, Massachusetts 01562
Telephone (508) 885-8500 * Fax (508) 885-8504

Web: www.sebrsd.org

Regulations Governing Use of Facilities

The use of school-sponsored activities will have priority over use by outside organizations. Per M.G.L. (c) 71, § 16 (r), no
use may interfere with the educational programs being conducted at the school.

Mass. General Laws require obtaining Criminal Offender Record Information, (CORI) for all volunteers and others who
have direct and unmonitored contact with children. This includes volunteers, chaperones, coaches, etc. Please copy and
distribute the attached CORI form to all adults who will be assisting you. Delay in returning CORI requests may result in
cancellation of building usage permit and no person who fails to be cleared by the Superintendent of Schools following
submission of the form will be allowed on school premises.

Mass. General Law prohibits smoking and alcoholic beverages on school property.

A Certificate of Insurance, with limits of at least $1,000,000 Bodily Injury and Property Damage Liability per occurrence
$2,000,000 aggregate, must be submitted as evidence of insurance coverage at least seven (7) days in advance of the event,
and must designate both the using organization and the Spencer-East Brookfield Regional School District as insured and not
merely as certificate holders. The absence of such a certificate will preclude use of the facility. If the organization does not
have General Liability coverage, coverage can be obtained through the District’s insurer under a Special Events program.
In compliance with Massachusetts General Laws, the school committee prohibits firearms and other dangerous weapons in
schools and adopts the statutory definitions of a firearm and other dangerous weapons in addition to any definitions it may
include in its student-parent handbook.

Hazing of students is prohibited by state law and is defined as any conduct or method of initiation into any student
organization that willfully or recklessly endangers the physical or mental health of a student.

In accordance with Massachusetts state law An Act Relative to Cardiopulmonary Resuscitation Certification for Athletic
Coaches, (M.G.L. (c) 361 §§ 1-2), all coaches must be CPR certified. All organizations with athletic coaches must submit a
signed CPR Statement of Acknowledgment.

All facility-use application must be submitted a minimum of 2 weeks prior to requested dates to allow for coordination and
approval. Applications are processed on a first-come, first-served basis. Any requests received without the required
supporting documentation will not be submitted for approval until all required documents have been received. No space
shall be reserved until the application is approved by the Superintendent of Schools or his/her designee.

Organizations with sub-groups or teams (such as sports teams) will be required to submit ONE facility-use request form at
the organization level for each requested property. Once the form has been approved, it is the responsibility of the
organization to determine and distribute the allotted time/space amongst their organization’s teams.

A custodian or other school staff member must be on the premises at all times when a school building is open for access,
security and to operate lights.

No other area than that approved for use on the application shall be used. Information on classroom black, white or bulletin
boards shall not be disturbed or erased. No school material or furniture may be used without permission of the
Superintendent. For any major function requiring the use of a stage with scenery, the facility must be requested with
additional time to allow setting up and dismantling of the scenery.

Gaming (e.g. gambling, raffles, lotteries, bingo or other games of chance), consumption of alcoholic beverages, smoking, or
the possession of weapons, intoxicants and illegal chemicals or substances in school buildings or on school property,
including school parking lots, is prohibited. Gaming shall only be permitted with school committee approval.

No food or beverages will be permitted without permission of the building principal. A member of the cafeteria staff must
be present when the kitchen facilities are used.

Requests will be approved only for the type of activity for which the location is intended.

It is the responsibility of the renting organization to leave the facility in the same condition in which it was found. Setup and
teardown of any authorized equipment shall be done by the renting organization.

Renters will assume full responsibility for the proper use of facilities and for payment of damages.

Renting organizations may not share with or assign, sublet or transfer the use of the facility rental to another organization
without written permission from the Superintendent.

All groups must have a first aid kit onsite with them at all times. There will be no access to school nurse facilities.

All activities shall conclude with sufficient time to vacate the property by the end of the authorized time slot. Additional
charges may be incurred for failure to vacate on time.

The Spencer-East Brookfield Regional School District’s Policy of non-discrimination will extend to students, staff, the general public and individuals with whom
it does business: and will apply to race, color, national background, religion, sex, disability, economic status, political party, age, handicap, sexual orientation,
homelessness, gender identity and other human differences. 11/15
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Spencer East Brookfield Regional School District
306 Main Street. Spencer, Massachusetts 01562
Telephone (508) 885-8500 * Fax (508) 885-8504
e Web: www.sebrsd.org
0 pets or animals other than service dogs shall be permitted inside the school facilities or on school property, unless prior
approval has been received by the Superintendent of Schools.

. School, Town and State fire and safety regulations must be observed at all times.
. Parking is permitted in parking lots only. Parking in designated fire lanes, on the grass, athletic fields or other marked areas

is prohibited.

. Adequate police protection will be required for certain events. A minimum of one policeman will be required for any event

involving 100 or more children above the age of 12, or any event involving more than 100 adults. Additional police
supervision, as determined by the Superintendent of Schools, may be required. All organizations must arrange and pay for
police services directly through the local Police Department.

Children must not be left unattended. Adult supervision by the contracted organization is required at all times to maintain
control of the behavior of all participants and ensure that all participants remain in the designated area.

Functions must end by 10:00 p.m., except by special arrangements with the Superintendent of Schools.

If school is closed due to inclement weather or other emergency, all events and activities will be cancelled. It is the
organization’s responsibility for rescheduling.

Facility rentals are unavailable during holidays, school vacation weeks (first day of vacation through the last day of the
following weekend) and also on early-release days.

A thirty-six (36) hour notice (Monday through the close of business on Friday) will be required in the event of cancellation;
otherwise the applicant will be responsible for the custodial and facility rental fees.

School personal properties, such as projectors, recorders, amplifying units, etc. are not included in the rental contract.

Fees associated with the use of facilities will vary contingent upon the nature of the sponsoring group and the activity. The
Superintendent reserves the right to modify or waive fees when, in his/her judgment, circumstances so warrant.

All organizations may be charged custodial and ancitlary fees, in addition to rental fees. Refer to School Rental Fee Schedule
for definitions and applicable fees. Additional charges will apply for excess clean up.

Fees are due upon completion of event. Invoices will be sent once custodial & ancillary fees have been determined. Failure
to pay fees will result in denial of future requests.

All non-profit organizations must provide proof of 501(c) status or letter of determination from the IRS verifying non-profit
status in order to qualify for non-profit rental rates.

The Spencer-East Brookfield Regional School District is not responsible for any personal property present or left on the
premises.

The Superintendent of Schools or his/her designee reserves the right to refuse the use of facilities to any group that has
violated any condition, rule, regulation or guideline concerning the use of the premises in the past or which has otherwise
abused this privilege.

The individual signing the application agrees to the regulations and terms outlined herein and hereby assumes responsibility for
any accidents, injury or damages that may occur to the building or equipment made available to him/her and their organization,
and for any repairs required as a result of same. Accidents or damages that occur during the use of a school facility must be
reported to the principal or designee within 24 hours.

The Spencer-East Brookfield Regional School District's Policy of non-discrimination will extend to students, staff, the general public and individuals with whom
it does business; and will apply to race, color, national background, religion, sex, disahility, economic status, political party, age, handicap, sexual orientation,
homelessness, gender identity and other human differences. 11715



Spencer East Brookfield Regional School District
306 Main Street. Spencer, Massachusetts 01562
Telephone (508) 885-8500 * Fax (508) 885-8504

Web: www.sebrsd.org

Use of Facilities — Group Classifications

Group A: School/District Sponsored Activities

School/District Groups: Any group meetings or functions (organized by school-district staff} for classroom students attending the Spencer-
East Brookfield Regional School District and their families.

Town Department Related: A department, board, committee, or commission that is subject to appropriation by Town Meeting or exists as
a requirement of state statute or by virtue of a town bylaw. An extension of this includes organizations, which, in the good faith judgment of the
Superintendent, are independent from government structure, but are integral to the function or operation of the Town.

Recognized Parent Groups: Parents who formally organize as a Parent Teacher Organization or Parent Teacher Student Organization within
the District, with or without the acronym in their title will be treated as a Town Department. Although these groups may or may not be nonprofit
organizations, formed by parents, and independent of public schoals and control by schools, school district, and schoal employees, their mission is
to support and fund enrichment and curriculum standards for classroom students attending the Spencer-East Brookfield Regional School District.
This definition includes, but is not limited to, the booster clubs or other similar formerly organized groups which are broad based in their support of
students attending the Spencer-East Brookfield Regional School District.

Youth Activities: Any registered public youth group or organization that serves the youth of the district {90% of this group must be district
enrolled students) and is exempt under IRS Code §§ 501(c) or 501{(c) (3) and has registered with the Division of Public Charities under the Attorney
General's Office. A letter of determination from the IRS or other documentation to verify tax-exempt status must accompany this application.

Group B: Registered Youth Groups

Youth Activities: Any registered youth group or organization that serves the youth of the district and is exempt under IRS Code §§ 501(c)
or 501(c) (3) and has registered with the Division of Public Charities under the Attorney General’s Office. A letter of determination from the IRS or
other documentation to verify tax-exempt status must accompany this application.

Group C: Community Groups

Student Enrichment Activities: Any local group, organization or business that is operating free or low-cost instructional workshops or classes
to registered students of the Spencer-East Brookfield Regional School district that are deemed by the Superintendent to be beneficial to the discipline,
well-being and morale of the students.

Adult Sports Groups: Any registered public sports group or organization that serves the adult citizens of Spencer or East Brookfield and is
exempt under IRS Code §§ 501(c) or 501(c) (3) and has registered with the Division of Public Charities under the Attorney General's Office. A letter
of determination from the IRS or other documentation to verify tax-exempt status must accompany this application.

Community Groups and Activities: Any group, community, or recreational activities sponsored by a non-profit Spencer or East Brookfield
organization or group deemed by the Superintendent of Schools to be for the welfare of the community; or non-profit groups operating a one-time
fund raising event for the benefit of the Spencer-East Brookfield Regional School District or citizens of Spencer or East Brookfield with a Certificate
of Solicitation from the Division of Public Charities, will be charged as a Registered Public Charity for that single event. A letter of determination from
the IRS or other documentation to verify tax-exempt status must accompany this application.

Registered Public Charity: Any registered public charity (an organization or group that is exempt under IRS Code §§ 501(c) or 501(c) (3) and
has registered with the Division of Public Charities under the Attorney General's Office) hosting a community event that is of na cost to the
community; or operating a one-time fund-raising event for the benefit of the Spencer-East Brookfield Regional School District or citizens of Spencer
or East Brookfield with a Certificate of Solicitation from the Division of Public Charities, will be charged as a Registered Public Charity for that single
event. A letter of determination from the IRS or other documentation to verify tax-exempt status must accompany this application.

Group D: Private Individuals/Groups/Organizations

Any society, organization or individuals desiring to rent a school facility for fund-raising purposes of a non-charitable nature, or to use the
facility for their own public recreational or entertainment purposes, (e.g. community groups, art, music or drama groups) will be charged according
to the current schedule.

Group E: For-Profit Camps
Any For-profit camps or clinics. Fee will be 12% of gross revenue collected by camp operator.

Please contact the Board of Health office at the applicable Town Hall for any required permits, (i.e.: chemical toilet permits, food permits)

Fees associated with the use of facilities will vary contingent upon the nature of the sponsoring group and the activity. The Superintendent reserves
the right to modify or waive fees when, in his/her judgment, circumstances so warrant.
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CERTIFICATE OF LIABILITY INSURANCE

DATE (MM/DDIYYYY)
03/01/2022

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THiS

CERYIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND,

EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES

BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: if the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
if SUBROGATION 1S WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer rights to the certificate holder in lieu of such endorsement(s).

PRODUCER CONTACT
NAME; ~ Laura Craig
Marsh & Mcl.ennan Agency LLC
8144 Wainut Hil Lane, 16th Floor (A1 8o, exy 972:770-1402 L. nor 972:770-1699

Dallas TX 75231

Ag'"”ggggL s: laura.cralg@marshmma.com

INSURER(S) AFFORDING COVERAGE NAIC#
INSURER A ; Evanston Insurance Company 35378

INSURED BSALFLCA) \nouper s :

Boy Scouts of Amarica, Nationa! Councit and all of it's affiliates and subsidiaries

Heart of New England Council INSURER G ;

394 Pleasantdale Road INSURERD :

Rutland, MA 01543 INSURER E :
INSURERF :

COVERAGES CERTIFICATE NUMBER: 1463988573

REVISION NUMBER:

THIS 1S TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED-BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD

INDICATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION

OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS

CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,

EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.
TR TYPE OF INSURANCE et | POLICY NUMBER e | (RO LT
A | X | COMMERCIAL GENERAL LIABILITY V3P0009136 3/112022 31112023 | gACH OCCURRENGE $ 1,000,000
| cLamsmaoe OCCUR | PREMISES (En oczurronce) | §1,000,000
] ~ MED EXP (Any one p 3
L PERSONAL & ADV INJURY | § 1,000,000
| GENL AGGREGATE LIMIT APPLIES PER: GENERAL AGGREGATE $ 10,000,000
[ X ] poucy [ | 78 Loc PRODUCTS - COMPIOP AGG | §
OTHER S
AUTOMOBILE LIABILITY e M!? 'EN!!EEED§'N§LE LMIT g
ANY AUTO BODILY INJURY (Per person) | §
|| OWNED SCHEDULED
|| oy ScHED BODILY INJURY (Per aceldent)| $
HIRED NON-OWNED PROPERTY DAMAGE s
|| auTosonty AUTOS ONLY (Per accident)
s
|| umereLLA LA OCCUR EACH OCCURRENCE s
EXCESS LIAB CLAIMS-MADE AGGREGATE S
DED l l RETENTIONS s
WORKERS COMPENBATION BT
AND EMPLOYERS' LIABILITY vin [t [ [EF
ANYPROPRIETORIPARTNER/EXECUTIVE E.L EACH ACCIDENT s
OFFICER/MEMBEREXCLUDED? NiA
(Mandatary in NH) E.L. DISEASE - EA EMPLOYEE] §
if yos, describe undar
DESCRIPTION OF OPERATIONS below E.L. DISEASE - POLICY LIMIT | §

DESCRIPTION OF OPERATIONS / LOCATIONS / VERICLES (ACORD 101, Additionsl

Certificate holder Is named as an additional insured by virtue of a written or oral

may be d if more spacs is required)
contract or by the Issuance/existence of a permit or certificate of insurance but

only with respect to operations by or on behalf of the insured, or to facilities of, or facilities used by the Insured and then only of the limits of liabllity specified in
such contract for the event specified. Primary and Non-Contributory applies as required by written contract or agreement. Waiver of Subrogation applies when

required by written contract or agresment. Sexual Molestation coverage Is incorporated in the policy and addressed by endorsment and Is subject to the policy
period, terms, limits and conditions of the policy. Certificate holders include directors, officers, agents, owners, volunteers, morigagees and landlords as

required by written contract or agreement.
For All Official Scouting Activities

CERTIFICATE HOLDER

CANCELLATION

East Brookfield Elementary School
Main Street
East Brookfield, MA

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

?qfé?z’%..?/

ACORD 25 (2016/03)

© 1988-2015 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORD

lssued: 02/16/2022




Spencer-East Brookfield Regional School District
Office of the Superintendent

306 Main Street, Spencer, Massachusetts 01562

Phone (508) 885-8500

Fax (508) 885-8504

Facility-Use Field Lighting Log

All use of field lighting must be documented and submitted to the Facility Use Coordinator within 7 days of
completion for applicable billing. Failure to provide the requested information may impact approval of future

requests.
Please print clearly.

School Date (dd/mm/yy) Time On Time Off Total Hours
Organization Representative
Signature Date

The Spencer-East Brookfield Regional School District's Poalicy of non-discrimination will extend to students, staff, the general public and individuals with whom it does
business; and will apply to race, color, national background, religion, sex, disability, pregnancy, pregnancy-related conditions, economic status, political party, age,
handicap, sexual orientation, gender identity, lessness and other human differences




Spencer-East Brookfield Regional School District
Office of the Superintendent

306 Main Street, Spencer, Massachusetts 01562

Phone (508) 885-8500

Fax (508) 885-8504

Field House/Snack Shack Facility Use & Field Lighting

Use of the Field House at David Prouty, the Snack Shack at Wire Village or field lighting at any of our schools requires special
approval. The appropriate boxes must be checked on the Facility Use Request for approval at the time of submission. All
requesting parties agree to only access the building during their approved dates/times. Access at any other time is strictly
prohibited. While using the buildings, requesting organizations are prohibited from storing any food, supplies or equipment on
the property as other groups may also be using the facilities during the same time frame. Facilities must be thoroughly cleaned
and returned to their former condition and all trash must be disposed of off premises each day. The requesting organization accepts
all responsibility for any damages, which must be reported to the Facility Use Coordinator or Facilities and Grounds Supervisor
on the next business day. Emergencies must also be reported by calling 911. An honor-system log is required for all field lighting
use. Hours must be logged as you go and completed log sheets must be turned in to the Facility Use Coordinator within 7 days of
completion of approved use. Failure to provide the requested information may impact approval of future requests.

Facility Use Keys

Buildings and access to the lights are kept locked at all times. For safety and security, and to allow other groups to use the facilities
in between approved usage dates, keys are signed in and out at the Central Admin office. When an outside organization requests
use of either the Field House at David Prouty, the Snack Shack at Wire Village, or lighting at either, it is the responsibility of the
requester to contact the Fields and Grounds Supervisor to coordinate a key pickup AFTER the Facility Use Request has been
coordinated, approved and returned with signatures from the office of the Superintendent. Keys can be picked up one day before
scheduled use and are to be returned on the next business day. For weekend use, keys are to be picked up on Fridays, no later than
4 p.m. and returned on the following Monday (or next business day), no later than 4 p.m. A key deposit may be required at time
of pickup. Failure to return keys will result in forfeiture of deposit.

Facility Use Key Request
Please allow a minimum of 1 week to coordinate the approval of a key request. By signing this form, you acknowledge that you
have read the above guidelines. Please print clearly.

Facility Location:

Dates of Use:

Organization:

Requester Name:

Requester Phone Number:

Requester Signature: Date:
District Representative Approval: Date:
Key #: Approved Dates:

KEY RETURN:
Returned Date: District Representative:

The Spencer-East Brookfield Regional School District's Policy of non-discrimination will extend to students, staff, the general public and individuals with whom it does
business; and will apply to race, color, national background, religion, sex, disability, pregnancy, pregnancy-related conditions, economic status, political party, age,
handicap, sexual orientation, gender identity, homelessness and other human differences.



