AUDITORIUM PROCEDURES FOR BPS STAFF:

This is at the bottom of the auditorium request form:

· There will be no food or drinks allowed in the auditorium or on the stage at any time.

· All materials stored in the scene shop are the property of the HS Fine Arts Department.  Unsupervised children are not allowed in this area.

· Only plastic/electrical tape on the floors (no masking tape allowed).  NO tape on the painted walls.

· Pick up trash from the stage, dressing room (if used) and auditorium seats.

· Auditorium, scene shop and dressing rooms must be clean 24 hours after use.  

Additional Teacher Responsibilities:

· The auditorium will not be available without first securing all paperwork through the Activities Office (Sue Matlock, ext. 2218). 
· Remember that it is better to ask permission, than to ask forgiveness.  Although most items in the auditorium are bought with school funds, they are still purchased with the department allocated monies.  Also, some items are a teacher's, or students, personal items and need not be bothered.

· Students must be supervised 100% of the time.

· Permission must be received before being allowed to use power tools (property of BHS Drama Department).
· Ladder use must be closely monitored by an adult.

· Although you may be using sound/light equipment in the auditorium for your event does not mean that someone else might not need it at the same time.  Please do not take equipment without first clearing it through the auditorium facilitator or Mrs. Matlock.
· Using middle school students for a high school performance and high school students for a middle school performance during the school day must have principal permission from both schools.

· Only students who are trained for A/V in the auditorium may use the auditorium equipment, as they are they only ones who are covered by the school (as a class).  The use of students or adults in the control room must be monitored.

· Leave the windows in the control room intact.

· Mixing of sound equipment is discouraged.  Most of the equipment in the auditorium is bought by the district for use in the auditorium.  There are times, however, when equipment from the other schools is used to supplement.  Please keep all equipment identified and returned to the proper location.
· The black chairs are the property of the band and are only being stored in the auditorium for use in the auditorium.  Please do not use these chairs as props; return them to the racks when finished using.

· The tables and podium are for auditorium use.  Return to the storage closet when finished.  Remove all tape, etc. 

· No disposable material may be used without express permission of owner.

· No properties or scenery stored in the scene shop or over the dressing room area may be used without permission of the drama department.

· No painting on the stage floor; use the scene shop with the doors closed.

____________________________
__________________________
____    ___________

Teacher name printed


Teacher Signature


Date

BPS Board Policy:

G. 11
USE OF SCHOOL PROPERTY - REGULATIONS 

The Board of Education realizes its responsibilities to the community concerning the use of school property.  In order to extend the privilege to citizens and organizations of the community, the Board finds it necessary to ask that some regulations be observed.

Application for Use of School Property
1.  Anyone wishing to use school property is asked to contact the Director of Activities for support services in the administration building and fill out the proper request forms.  A “release of liability” clause is included on the application form.

2.  Any person applying for the use of school property on behalf of any society, group, or organization shall be a member of such applicant group and must present written authorization from the applicant group to make the application.  The applicant must be of legal age as defined by Oklahoma Statutes.

3.     Applications must be submitted at least 10 days in advance.

4.  Completed application forms are to be returned to the Director of Activities administrative office for approval by his or her designee (Category I and II Organizations) or to the superintendent’s office for Board approval (Category III Organization).

5.  Permission will not be granted to use school property for commercial use or for profit without the prior approval of the Board of Education.

6.  A charge will be made for the use of the buildings to help defray utility and custodial service expenses.  The availability of these facilities will depend upon the degree of conflict with school activities.

7.  If the application is approved and a rental charge is required, it shall be paid in full in the district business office.  All checks shall be made payable to:  Bixby Public Schools.  All rates charged for the use of school property shall be in accordance with the currently approved schedule of fees, rates, and charges.

8.  Any applicant denied use of school property in accordance with these regulations may appeal the decision through the proper administrative channels.  (See Policy G.4 Public Complaints)

Use of School Property During School Hours
School property shall not be available on occasions or during hours that have been scheduled in advance by the various school principals for school exercises or functions in connection with regular schoolwork.  Bixby Public Schools shall have absolute priority in the use of district property.

Only student groups for student group meetings or activities, which are related to the curriculum, may use school buildings, property, or equipment.  Such use shall be arranged according to the official school schedule.

The use of school buildings, property, or equipment by students during normal school hours shall be free of charge.  However, consent of the superintendent or designee must be obtained.  The building custodian and a member of the faculty must be present at the school.

Bixby Public Schools Board Policy:
G. 11
REQUEST FOR USE OF SCHOOL PROPERTY

THIS AGREEMENT is entered into between Independent School District No. 4 of Tulsa County, Oklahoma ("School District") and _____________ ("Licensee").

RECITALS:

1.     Licensee desires to use on a temporary basis certain facilities owned by the School District.

2.     The School District desires to allow Licensee to use and occupy designated portions of those facilities at specific times and for specific purposes.

WHEREFORE, in consideration of the following mutual promises, covenants and conditions and intending to be legally bound the parties agree as follows:

1.     The School District agrees to allow Licensee to use and occupy the facilities and portions thereof described in paragraph 6 below at the times designated in said paragraph 6 below and for the specific uses described in paragraph 6.

2.     Licensee agrees to pay the School District $________ as and for rentals and all required cleaning and  janitorial expense involved in Licensee's use and occupancy of the facilities.

3.     Licensee agrees to release, hold harmless and indemnify the School District, its agents and employees from any and all liability regardless of the source and regardless of the type of claim which may occur arising out of, directly or indirectly, the Licensee's occupancy and use of the below-described facilities. In addition to the foregoing release and indemnity, and not in lieu thereof, Licensee agrees to furnish School District with a certificate or certificates of insurance coverage in such amounts as the superintendent of schools requires as will insure the School District against any and all liability or actions that can arise by virtue of the Oklahoma Governmental Tort Claims Act, and naming the School District, its agents and representatives as additional parties insureds.

4.    Licensee warrants and represents that it is authorized to sign this Agreement and by signing this Agreement binds itself, its affiliates, members, successors and assigns.

5.     This Agreement is terminable at the will of the School District upon thirty (30) days advance notice.

6.     A.    Designated building:

  B.    Designated portion:

  C.    Designated use:

  D.    Designated date(s): 

  E.     Designated time:


7.       Licensee will take care to use all facilities and equipment of the School District in a careful and 
prudent manner so as to prevent any loss, defacement or damage to them.  Licensee is liable to the 
School District for the damages, repair or replacement of any items damaged during its use of the 
School District’s facilities.

DATED this _________ day of _________________ 20 ____.








“SCHOOL DISTRICT”








INDEPENDENT SCHOOL DISTRICT








NO 4 OF TULSA COUNTY, 









OKLAHOMA

ATTEST:

_____________________________________

By:____________________________________

Clerk of the Board of Education


       Authorized Representative








“LICENSEE”








By: ____________________________________








       Authorized Representative

