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I. INTRODUCTION 
A. GOVERNING BOARD POLICY 

The use of District facilities is permitted under Arizona Statute (see Section VI) 
and Governing Board Policy, but subject to specific rules and conditions. 
 
This handbook represents the requirements of both Arizona law and the Govern-
ing Board of the Laveen Elementary School District for the use of District prop-
erty by groups, organizations, or persons for permitted purposes. 
 
No school facility shall be used by any group or individual not in compliance with 
the requirements of all applicable federal or state statutes, regulations, and rules 
prohibiting discrimination on the basis of race, religion, color, sex, national 
origin, disabilities, age, or other classification. 
 
Governing Board Policy specifically reads: 
“It shall be the policy of the Board to grant use of school facilities to public 
agencies and to responsible and properly organized community groups for 
the purposes of education, elections, and civic welfare. Such use shall not 
interfere with any school activity. 
 
Except for activities that result in personal or corporate gain, the authorized rep-
resentative of the Board may approve the use of school facilities by non-school 
organizations. Charges shall be made according to the schedule of fees developed 
by the Superintendent and approved by the Board. Proof of liability insurance 
shall be required for the use or lease of school property pursuant to A.R.S. §15-
1105. The Superintendent shall establish such rules and regulations as are 
needed to implement this policy as well as to assure the preservation of District 
property.” (K-1650) 
 
When, in the opinion of the Director of Support Services, the benefit from the 
requested use of school facilities to the community or the District is questioned, 
the Director of Support Services will review the activity with the Superintendent. 
 

B. GENERAL REQUIREMENTS 
Any group, organization, or individual (renter) that is not itself a District program 
(student club, athletic team, PTO, etc.) must complete a Contract for Rental of 
School Property (“Contract”), provide an Insurance Certificate, and pay use fees 
according to their user classification.  For internal scheduling purposes, even Dis-
trict groups should register facility use with the building principal’s office. 
 
It is the responsibility of the building principal’s office to determine the availabil-
ity of facilities, prepare and submit the Contract, provide for supervision of the 
facility during rental times, and ensure that renters comply with the terms and 
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conditions set forth in Section VI.  For the contracted rental of school buses, the 
Transportation Coordinator shall be responsible for these requirements. 
 
The Governing Board has designated the Director of Support Services as the Dis-
trict agent to sign contracts to ensure their compliance with Arizona law and the 
terms of this handbook. 
 
Please review the following sections of this handbook for procedures, fees and 
the terms and conditions for the use of facilities and equipment.  If you have any 
questions, please contact the Support Services office at (602) 237-9100, ext. 
3026. 
 

II. RENTAL CONTRACT PROCEDURES 
A. CONTRACT FOR RENTAL OF SCHOOL PROPERTY 

This contract includes all of the required information and references to be con-
sidered a legal agreement with the District in connection with the rental use of 
property by third parties. 
 
Nothing shall be sold, given, exhibited or displayed for sale without prior per-
mission from a school administrator. 
 
The contract is initiated by the proposed user as a “requisition” to use rooms, 
facilities, or equipment at a specified building, or a school bus. The proposed 
user should be directed to type or neatly print the requested information with 
general guidance from the principal’s office.  Generally, this will be the top part 
of the Contract. 
 
Following the specific instructions set forth in Section B, below, the principal 
should review the request for the availability of the facilities and/or equipment, 
compute appropriate rental fees and charges (see Section III), and complete the 
contract.  After review of final terms and charges with the proposed user, the 
principal must secure a Certificate of Insurance and transmit the requested con-
tract and certificate to the Support Services Office for execution at least ten (10) 
work days prior to the use of facilities. 
 
For appropriate scheduling at the building, the Maintenance Supervisor should 
sign the contract as evidence the Supervisor is aware of the scheduled event, 
and will handle any arrangements called for in the contract.  If the facility use 
includes the kitchen, the Child Nutrition Coordinator must review and sign the 
Contract prior to it being submitted to the Support Services Office. 
 
Copies will be distributed as shown at the bottom of the contract, after the Di-
rector of Support Services has executed it on behalf of the District. 
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Specific line instructions are enclosed on the following pages. A sample com-
pleted contract is included for reference at the back of this handbook. 
 

B. SPECIFIC LINE INSTRUCTIONS FOR COMPLETION OF CONTRACT FOR RENTAL OF 
SCHOOL PROPERTY:  
1.  School/Facility: Name of the school or District facility.  
2.  Name of Renter:  Name of the company or organization.  If this is an indi-

vidual, be sure to list any firm name under which this person is doing busi-
ness. The name inserted here must agree with the “insured” name on the 
Certificate of Insurance listed below. 

3.  Responsible Designee:  Name of the person who will be responsible for the 
supervision of event scheduled, and the billing and additional costs, if any, 
and/or any damages that might occur. 

4.  Telephone:  Telephone number of the responsible party. 
5.  Street Address, City, and Zip Code: Address to be used for billing purposes.  
6.  Name of Insurance Company:  Name of renter’s insurance company.  

Laveen Elementary School District MUST be named as “Additional Insured” 
on Certificate of Insurance to be issued. A copy of the current Certificate of 
Insurance must be attached to each contract. 

7. Policy Number:  Policy number on Certificate of Insurance.  
8. Amount of Coverage:  Must state no less than $1,000,000 liability (each oc-

currence limit for bodily injury and property damage) and no less than 
$100,000 Damage to Rented Premises (also known as property damage or 
fire damage coverage) on Certificate of Insurance. 

9. Participant Fees: Check whether renter will be charging the participants a 
fee of any type in connection with the use of this facility. 

10.  Specific Purpose:  Describe specific rental use (meeting, class, dinner, 
dance, etc.) 

11.  Facility Requested:  Name of school or facility to be rented (i.e., buildings, 
facility, bus, fields, etc.). 

12.  Specific Rooms:  Name of room(s) to be rented (cafeteria, multi-purpose, 
classroom numbers, library, etc.). 

13.  Dates Requested:  Exact dates and times of use must be recorded for 
scheduling and billing purposes.  If entire fiscal year use is requested, this 
contract may only be written to the following June 30.  If the renter re-
quests the facility from April through August, two contracts are required – 
one from April through June and the second from July 1 through August.  

14.  Rental Classification:  Determine and “X” classification of renter.  If renter is 
claiming non-profit status, a copy of the non-profit documentation must be 
attached. 

15.  Dates/Times of Facility Use: Record dates, times, and total hours requested 
– multiply times the applicable Facility Rate (Appendix A) and enter total in 
Facility Fees column.  Total the column for Facility Fee, Section A. 
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16.  Personnel Requested:  Record number, type of personnel, and total hours 
requested – multiply times the applicable Hourly Rate (Appendix A) and en-
ter total in Personnel Fees column.  Total the column for Personnel Fee, 
Section B. 

17.  Equipment Requested: Insert the number and descriptions of equipment 
(i.e., 10 computers) or buses requested, the applicable rate per hour (Ap-
pendix A), and enter the total under Equipment Fee column.  When appli-
cable, a utility surcharge will also be included here.  Total the column for 
Equipment Fee, Section C. 

18. Re-Cap:  Record the totals for facilities, personnel and equipment fees and 
enter Total Amount Due.  Renter will be required to pay this amount prior 
to the use of the facility.  Additional fees, if any, will be billed after use.  For 
longer-term uses, periodic advance payments may be made in accordance 
with Section III.D, Payment of Fees. 

19. Renter’s Designee: Secure signature and date from Renter/Designee after 
all information and fees have been reviewed with them.   

20. Principal:  Secure signature of building principal and date contract. 
21. Maintenance Supervisor: Secure signature and date from Maintenance Su-

pervisor. 
22. Child Nutrition Coordinator: Secure signature and date, if applicable, from 

the Child Nutrition Coordinator.      
23. Director of Support Services: When all charges are verified and information 

on Contract is completed, the Director of Support Services will sign and 
date Contract.  Payment must be made in advance and accompany the sub-
mitted contract.  Contract will be processed as follows: 
Site Office→ Principal→ Maintenance Supervisor→ Child Nutrition Coordi-
nator (if applicable)→ Principal→Business Secretary→Director of Support 
Services→ Contract Distributed 
 

C. INSURANCE CERTIFICATE OF USER 
Any group, organization, or individual renter that is not itself a District program 
(student club, athletic team, PTO, etc.) must provide a Certificate of Insurance 
that names the Laveen Elementary School District as an “additional insured” 
when contracting for the use of District facilities. The Certificate must state no 
less than $1,000,000 liability (each occurrence limit for bodily injury and prop-
erty damage) and no less than $100,000 Damage to Rented Premises (also 
known as property damage or fire damage coverage).  A copy of the current in-
surance certificate must be attached to each contract.  Any vendors requested to 
participate during a rental contract (unless their services and products are volun-
teered) must also provide the required insurance certificate as stated above. 
 
This is a strict requirement of Arizona Statute A.R.S. § 15-1105. 
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A sample Certificate of Insurance is included for reference at the back of this 
handbook 
 

D. PROCESSING AND APPROVALS  
A request for the use of facilities must be initiated at the school or other District 
facility.  If facilities are available, and the principal agrees to rent the facility, the 
renter should be provided a “Contract for the Rental of School Property.”  The 
renter should type or neatly print the top (shaded) part of the contract. 
Following the specific instructions set forth in Section II.B, above, the principal 
should complete the remainder of the contract, enter appropriate fees and esti-
mated other charges, and review the completed contract with the requesting 
party. 
 
After arranging for any custodial or other personnel being requested with the fa-
cility use, the requesting party should sign the contract and provide a Certificate 
of Insurance.  
 
The issuance of keys to facilities is to be discouraged.  However, if no alternative 
is suitable, it shall be the Support Services Director or Principal’s responsibility to 
issue and retrieve facility keys according to the District key-control procedures. 
 
The contract and Certificate of Insurance must then be forwarded to the Support 
Services office at least ten (10) work days prior to the facility use, then submitted 
for the review and approval of the Director of Support Services who must sign 
the contract on behalf of the District.  The Support Services office will distribute 
copies of the contract. The renter must be informed that the Total Amount Due 
on the contract must be paid prior to the scheduled use of facilities.  See Section 
III.D for Payment of Fees. 
 

III. RENTER CLASSIFICATIONS AND FEE SCHEDULES 
 

A. CLASSIFICATION OF RENTAL USERS 
CLASS I 
This category of user is exempt from facility rental fees (except as stated in Class 
II below), but subject to all utility surcharge fees, personnel, and other out-of-
pocket costs incurred by the District except where noted.  This Class includes: 

1. Organizations directly associated with the District, and conducting activi-
ties for District school-age children.  Examples include staff and parent 
groups such as Parent Council, PTA/PTO, booster clubs, etc., and student 
groups such as clubs and school teams.  These organizations are exempt 
from utility surcharge fees except for fund-raising clinics, tournaments, 
and camps. 

2. Volunteer groups conducting activities for District school-age children 
would include Boy Scouts of America, Girl Scouts of America, Camp Fire, 
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etc. Also included are AIA league, region and state activities, and State 
music organizations in which District students are involved. 

3. Units, or elected officials, of Federal, State, and local government, when 
conducting community or official business within the District.  This in-
cludes all governmental entities for which reciprocal agreements have 
been executed. 

4. Groups or District departments conducting staff development, in-ser-
vice, or other job-related training classes primarily for District personnel, 
(such as public universities and colleges) and at the request of a District 
administrator.  If the class was designed for District staff, but outside 
parties attend because of limited available openings, the function will 
still not be subject to rental fees if a majority of the participants are Dis-
trict staff. 

 
CLASS II:  
This category of user is for Arizona public schools, community colleges, and uni-
versities.  Non-profit charter, private non-profit schools and colleges are subject 
to fees as Class III, non-profit organizations.  Profit making schools are subject to 
fees as Class IV organizations.  If using equipment in a specialized classroom such 
as computer labs, vocational, science, or art rooms, etc., equipment charges 
listed in Appendix A shall apply.   
 
If the public school/community college/university is providing classes at the writ-
ten request of the District, where a majority of students attending are Laveen 
Elementary School District employees, this would be considered a reciprocal 
agreement and they would be subject to Class I. item 4 rates. 
 
Class II also includes any Class I organization promoting a bond issue, campaign-
ing for a specific ballot question or candidate for election, or holding a fund-rais-
ing clinic, tournament, or camp in conjunction with an outside vendor. 
 
CLASS III: 
This category of user is for all non-profit organizations.  A notification letter from 
the IRS granting tax exempt status must be submitted as proof of non-profit sta-
tus.  For companies who are currently seeking IRS status, they must submit cop-
ies of their application materials.  They will then be granted a one-year grace pe-
riod to secure their status.  Included in this Class are: 

1. Youth organizations such as Boys/Girls Clubs, Y.M.C.A., adult sports 
leagues, non-local sports leagues, and National or State athletic organiza-
tions (i.e., Basketball Congress, Olympic training groups, etc.). 

2. Non-profit performing arts groups. 
3. Non-profit organizations providing EDK or before or after school daycare 

services. 
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4. Community organizations such as The Laveen Community Council, Ro-
tary, Lions, Thunderbirds, Kiwanis, Jaycees, etc. When performing ser-
vices or conducting functions that directly benefit the school district, 
these groups are treated as Class I.  These organizations that participated 
in and contributed to the renovation of Building A at Laveen Elementary 
School are treated as Class I for the use of Building A. 

5. Units of Federal, State, and local government, when their use of the facil-
ity is not community or official business (i.e., fund raisers, fee activities, 
sponsoring another group where that group would be subject to a rental 
fee schedule, etc.). 

6. Non-profit groups (other than public schools, community colleges, or uni-
versities) conducting any in-service or job training classes to the general 
public and the classes are not primarily for District staff.  

7. Political organizations or elected officials, when their activities are not ex-
clusively for community information purposes. 

8. Churches and religious groups.  When using facilities for religious ser-
vices, Contract must be renewed every six (6) months, with a maximum 
of four (4) renewals.  Executing a new Contract after the two (2) year 
term is subject to District review. 

9. National or State educational or employee organizations.  If activity is to 
be hosted by District, and approved by responsible administrator, no 
rental fee will be charged. 

10. Local civic and homeowner groups. 
11. Non-profit charter schools and non-public non-profit colleges or universi-

ties. 
 

CLASS IV: 
This category of user is for all commercial, profit making individuals, private par-
ties and organizations, regardless of the purpose for their use of facilities. 
Any activity of a profit-making organization for the purpose of donating profits or 
proceeds to the District, or a public charity, does not change the rental fee rate 
from their Class IV schedule. 
 

B. FEES FOR USE OF PERSONNEL 
See Appendix A for schedule of personnel fees. When the use of District facilities 
and equipment requires supervision, cleaning, or technical assistance in connec-
tion with the intended purpose or timing of the rental, District staff will be as-
signed and personnel fees charged to the renter as part of the Contract in accord-
ance with the attached schedule.  These fees will apply to renters who may other-
wise be exempt from facility fees (Class I). 

 
All wages earned by District-assigned staff in connection with a rental must be 
paid through District payroll in order to cover employees under State Workers 
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Compensation laws and to comply with Federal FLSA laws.  These wages may not 
be paid directly by the renter.   
 
As described below, in some circumstances, staff must be assigned in connection 
with the rental; in other cases, the building principal or Director of Support Ser-
vices will make this determination. See Appendix A for a schedule of chargeable 
fees for District personnel. 
 
Requirements by personnel type are as follows: 
 
1. Custodial/Maintenance Staff: A custodian or other maintenance personnel 

must be provided on a rental Contract at all rental times that a regularly sched-
uled building custodian is not on duty.  This would normally include weekends, 
holidays and hours outside of the normal work schedule.  Custodial/mainte-
nance fees during these times will normally be charged at time and a half in 
accordance with the following rate schedule. This requirement may be waived 
by the Director of Support Services. 

 
At any time that the building principal or Director of Support Services deter-
mines that custodial/maintenance assistance is required in addition to staff on 
duty at the time of rental use, custodial/maintenance staffing may be added 
to the Contract.  This would normally occur when a rental use is expected to 
require additional supervision, assistance, or cleaning beyond the time availa-
ble from custodians on duty. 
 
In any case that custodial/maintenance hours are required, hours beyond the 
rental times scheduled may be added to allow for cleanup after the renter 
leaves. 
 
When custodial/maintenance personnel are required in connection with a 
contract, duties shall include the opening and closing of the facilities (including 
security systems), supervising the facility (not program), adjustment of light-
ing, heating and cooling systems, accommodation of renter needs for author-
ized equipment, and as a contact for emergency needs.  The cleaning of rented 
facilities may occur during a scheduled use if requested by the renter. 
 
Custodians shall be provided through the building Maintenance Supervisor 
who will coordinate required staff and hours with the principal. 
  

2. Food Services Staff:  A food service worker must be assigned and a personnel 
fee charged with any rental contract that includes the use of kitchen equip-
ment other than sinks and counters.  Food Service workers shall be provided 
by contacting the Child Nutrition Coordinator.  Hours required include time to 
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clean kitchen facilities after rental use.  The Child Nutrition Coordinator must 
sign the rental contract.  

 
3. Security/Safety Staff: Security officers might be required at any time the build-

ing principal determines that a rental event warrants crowd control or other 
security measures.  If security staff (off-duty police, etc.) is required, the num-
ber of officers, the provider (Phoenix Police, Maricopa County Sheriff, etc.), 
and hours of service shall be noted in the Contract. 

 
3. Audio-Visual/Stage Equipment Staff:  District provided technical staff would be 

required at any time the building principal determines that the operation of 
building equipment requires trained personnel.  Hours assigned may include 
advance set-ups of equipment, operation during the rental times, and disas-
sembly and storage after rental use. 

 
Arrangements for this staff and the reporting of their time to payroll shall be 
made by the building principal. 
 

4. Other Personnel Fees: Should a building principal require other staffing in con-
nection with the approval of a Contract for which a fee is not provided on the 
following schedule, please contact the Support Services Office. 

 
C. FEES FOR USE OF SPECIAL EQUIPMENT 

See Appendix A for equipment fee schedule. When the use of District facilities 
includes a request by the renter to use special equipment, a separate equipment 
use fee may be added by the building principal.  This fee is to provide for the even-
tual replacement of these items by the building. 

 
D. PAYMENTS OF FEES 

In general, payment is due at the time the facility use Contract is approved.  Rental 
fees for facility use exceeding thirty (30) calendar days may be invoiced monthly 
when approved by the Executive Director of Business and Operations in advance 
of approval of the Contract.  In such circumstances, the rental for each 30-day 
period must be paid in advance. 
 
If a Contract is submitted from a school to the Business Office less than 14 days 
prior to the first scheduled day of facility use: 
 
 a. Renter must also include check for “Total Amount Due” if scheduled days are 

completed within 30 calendar days. 
 

 b. Renter must include check “for amount equal to” all fees due within first 30     
days if Contract duration extends beyond 30 calendar days. 
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Should payments not be made within times required, the building principal may 
be asked to contact a renter to notify them that facility use may not continue 
without advance payments.  
 
Advanced payment is required at the time the contract is approved for all new 
renters, a single rental contract, or for renters who have back payments due to 
the District.  At all times, payment must be made within 30 days of the contract 
being approved 

 
All checks must be made payable to the “Laveen Elementary School District.” 
 

E. OFFSETTING VALUES FOR RENTAL FEES 
When a renter provides the school, facility or District with a measurable value in 
connection with a rental, facility rental fees (but not personnel or utility surcharge 
fees) may be offset to the extent of the measurable value received. 

 
Any agreement to offset rental fees must be approved by the Director of Support 
Services prior to the principal or other facility manager completing or signing the 
Contract. 
 
Measurable offsets would normally include cash contributions to the District 
(which may be expressed as a percentage of revenues in connection with using 
the facility), program fee reduction, or waivers for Laveen students or in-kind 
gifts or payments provided directly in connection with the use of the facilities. 
 
An offset may be used only when it directly benefits, or is payable to, the Dis-
trict.  Benefits to a third party may not be used to offset a facility rental fee. 
 

F. UTILITY SURCHARGE 
All classes of facility renters are subject to a utility surcharge for the additional 
cost of air conditioning and lighting outside normal school operating hours.  The 
utility surcharge is to recover the actual additional cost of utilities during times 
when air conditioning or heating would normally be turned down and lights 
would be off.  When applicable, the amount of the utility surcharge will be based 
on the historical costs for the time of year, time of day, and for the specific facili-
ties being used.  The surcharge will represent the difference between what the 
utility costs would have been if the rental had not taken place and what the ac-
tual utility costs are because of the rental use.  Typically, the utility surcharge will 
apply to facility rentals during weekends, holidays, school breaks, and evenings. 
 

G. UNCOMPENSATED USE 
The Superintendent may permit the uncompensated use of facilities and prop-
erty by any school related group, including student political organizations, or by 
any organization whose membership is open to the public and whose activities 
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promote the educational function of the District.  “Education function” means 
uses that are directly related to the educational mission of the District as 
adopted by the Board and includes the educational mission related uses of par-
ent-teacher organizations, youth organizations and school employee organiza-
tions.  Use of facilities or property by organizations indicated above that will re-
quire a substantial District cost for utilities, services, supplies and /or personnel 
may be permitted only if goods contributed, services rendered or payments are 
made to reimburse these costs to the District.  The mission of the District is 
found in section A of the Laveen School District policy manual.  The mission 
statement and the group’s or organization’s promotion of the educational func-
tion through the activity, as interpreted by the Superintendent in good faith, will 
be the basis upon which uncompensated use of District facilities and property 
shall be approved or denied. 

 
IV.  USE OF ATHLETIC FIELDS/OUTSIDE FACILITIES 

A. GENERAL CONDITIONS 
Generally, facilities such as tennis, handball, and outdoor basketball and volleyball 
courts cannot be reserved. 

 
However, contracts may be issued to city recreation and youth sports groups for 
organized activities during specific recreation seasons.  Separate Intergovern-
mental Agreements (I.G.A.’s) may be in force with local municipalities for the 
scheduled use of certain lighted ball fields during specified hours.  When present, 
I.G.A. agreements take precedent over other non-district use of facilities.  In ad-
dition, annual contracts for baseball and soccer fields may be issued to Little 
League Baseball, Pop Warner Football, Miss Softball, and organized soccer 
leagues when fields or times do not conflict with District programs or commit-
ments under I.G.A. s. 
 
Priority in scheduling fields by the building principal shall be given to cities and 
leagues which have scheduled and used the same fields in previous years. 
 
In consideration of the gifts for improving District field facilities over the years, 
fees may be waived for community organizations and youth sports leagues for 
the use of School District fields and concession stands. However, if inside building 
facilities are requested by these groups, a separate contract must be written, and 
the fee schedules for such contracts will be applicable as set forth in other sec-
tions of this handbook. 
 
All organizations using school fields or outside facilities shall be subject to the 
terms and conditions set forth in Section IV.C following. 
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B. COMMERCIAL USE OF GROUNDS 
When commercial enterprises request to use school grounds other than facilities 
listed in previous rate schedule to film advertisements, or for other business or 
promotional purposes, a contract must be written and normal procedures fol-
lowed, including insurance liability certificates. 
 
The flat-rate fee for such use is $500.00 for each three (3) hour period in addi-
tion to any personnel or equipment uses that may apply. 
 

C. TERMS AND CONDITIONS-OUTSIDE FACILITIES: 
1. The Renter shall properly prepare and maintain playing fields and related 

facilities during the period of their use.  The Renter shall return the fields 
and facilities at the end of the rental period in the same condition as 
when the facilities were assumed.  It shall be the judgment of the build-
ing principal and/or the Director of Support Services as to whether dam-
ages or maintenance was not completed by the renter.  The cost to re-
store such facility shall be performed by the District and billed to the 
renter. 

2. The Renter shall supervise both its own persons and all other persons in 
attendance at rental activities, and provide adequate adult leadership for 
children and adults in the areas used, as well as parking lots and immedi-
ately surrounding areas. The Renter shall police the premises during and 
following usage periods, and all rented areas shall be cleaned up by the 
organization, or fees paid for District personnel to do so. 

3. Preparation of fields for renters program shall not interfere in any way 
with the school program at the site.  No modification shall be made of 
the school premises without the approval of the Governing Board.  Any 
approved permanent modifications shall become the property of the Dis-
trict. 

4. The Renter shall have no authority or jurisdiction over District property, 
or improvements, except to police these premises during the time of 
renter’s activities. 

5. All activities shall terminate at or before 10 p.m., and field lights shall be 
turned off not later than 10 p.m.  No inning of a baseball game shall be 
started after 9:30 p.m. 

6. Only authorized adults shall be allowed in press boxes or on photography 
platforms and their names shall be listed on the contract when it is 
signed.  Public address systems, when used, shall be operated at a vol-
ume low enough to avoid disturbance of households in areas adjacent to 
the premises used. 

7. Concessions stands shall not be opened for operation other than at times 
and dates when games are played.  No glass containers or other breaka-
ble articles shall be dispensed at concessions stands. 
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8. The District reserves the right to re-schedule any or all facilities.  If re-
scheduling is required, the District shall provide a notice in writing to the 
renter when possible. 

9. The District reserves the right to terminate a rental contract upon notice 
if the renter has violated any of the terms and conditions contained 
herein, or has in any way abused the privilege granted in using school fa-
cilities. 

10. All other rules and regulations of the District pertaining to rental con-
tracts for the use of school facilities as set forth in the Rules, Regulations, 
and Fees for Rental of School Property shall apply to a contract for out-
side facilities and are binding on the renter. 

 11.  All utility costs related to the operation of Field Lighting and the Snack 
Bar at Laveen Elementary School will be charged to the renter/user, re-
gardless of the Rental Classification of the user. 

12. The District does not plant winter grass.  Generally, irrigating fields is 
yearly from March-October. 

13.  Any amendments to the rental contract must be in writing, 3 busi-
ness days prior to scheduling changes. 

 
IV. USE OF TRANSPORTATION FACILITIES (BUSES) 

Laveen Elementary School District buses are available with a driver for rental services. 
For current rate and scheduling information, please call the transportation depart-
ment at (602) 237-9100, ext. 3019 
 

V. TERMS AND CONDITIONS FOR RENTAL OF DISTRICT FACILITIES 
 

A. GENERAL TERMS: 
1. A written Contract for the Rental of School Property, a Certificate of Insurance 

and the payment of required fees must be completed and approved by both 
the building   principal and the Director of Support Services before facilities 
may be used.  In addition to the terms and conditions set forth here, a renter 
shall be provided a copy of the Rules, Regulations and Fees for Rental of School 
Property (“Rules”), which shall be considered to be a part of this Contract.  All 
rentals of school facilities are governed under Arizona Statute §15-1105. 

 
2. Application for the use of facilities should be submitted to the building princi-

pal at least 30 days prior to the first proposed use.  The proposed contract 
must be in the Facilities office at least ten (10) workdays prior to facility use. 

 
3. All amounts due under this contract must be paid in advance for facility usage 

within the first thirty (30) calendar days.  Amounts due after thirty (30) days 
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will be billed and must be paid prior to use for each of the following thirty (30) 
day periods. 

 
4. The District may cancel the use of the facility on the date or dates specified in 

the Contract by notifying renter by telephone, messenger, email or letter to 
the address given on the Contract at any time prior to any scheduled use.  The 
District reserves the right to refund payments made in advance for the rental 
of any facility if the Governing Board should decide that the Contract is not in 
the best interest of the District. 

 
5. The renter agrees to indemnify and save harmless the District from any claims 

or loss.  
 

6. A.R.S. §15-1105 requires the renter to show proof of liability insurance.  The 
amount must be no less than $1,000,000 liability (each occurrence limit for 
bodily injury and property damage) and no less than $100,000 Damage to 
Rented Premises (also known as property damage or fire damage coverage) 
with the Laveen Elementary School District named as “additional insured” on 
the policy.  A Certificate of Insurance is required as evidence of this coverage. 

 
7. The renter affirms that no event will be held for the purpose of advancing any 

theories subversive to the constitutions or laws of the State of Arizona or the 
United States, or for the purpose of advocating social or political change by 
violence. 

 
B. RENTAL TERMS 

1. Any renter/user using Laveen Elementary School District facilities for activities, 
which include school-age children, will ensure compliance with the District’s 
Student Code of Conduct.  Any illegal behavior will be referred to proper au-
thorities for appropriate legal action.  The rental/user contract may be termi-
nated immediately by the District if the renter/user fails to comply with these 
provisions. 

 
2. All District personnel used by a renter will be charged through this Contract to 

the renter in accordance with District fee schedules and must be paid through 
District payroll. 

 
3. All activities must be under competent adult supervision supplied by renter.  

The principal or other facility manager shall have authority over renters’ activ-
ities, and renter shall abide by all requests made by the principal or designee.  
Administrators or other authorized District staff are to have access to all facil-
ities at any time.  Premises are to be vacated at the times specified. 
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4. All District properties shall be left in as good condition as when received. The 
Renters personal property is to be removed from the premises immediately 
upon completion of Contract term unless previous arrangements have been 
made, and the District shall not be responsible for the renter’s personal prop-
erty in any way during or after a rental period. 
 

5. No smoking or alcoholic beverages are allowed anywhere on District premises.  
No refreshments are to be served or sold on school grounds, or in the buildings 
except in the appropriate facilities, and only with the prior approval of the 
building principal and the Child Nutrition Coordinator. 

 
6. Kitchen facilities shall not be used aside from sinks and counters, unless ap-

proved by the Child Nutrition Coordinator, and appropriate personnel pro-
vided.  

 
C. OTHER TERMS AND CONDITIONS 

In addition to the terms and conditions set forth on both sides of the Contract for 
use of school facilities, the following additional terms and conditions shall apply: 

 
1. Sub-Contracting: The renter shall not assign or sub-contract any facility, or 

area therein, nor any rights under a contract to another party.  Any party other 
than the renter must execute a separate Contract with the District. 

 
2. Alteration of Premises: The renter shall take the premises in the condition in 

which they exist.  Should any renter remove or change the location of any 
equipment, such changes shall be made at their expense and renter shall re-
turn such equipment back to the condition and location in which it was origi-
nally found.  Renter shall make no changes or alterations without prior written 
approval of the building principal. 

 
3. No decorative or other materials shall be attached to any part of the rental 

facilities so as to damage these facilities.  All decorative or other materials shall 
be non-combustible or be suitably treated with a flame retardant approved by 
the applicable fire preventive agency. 

 
4. No fireworks or explosives shall be used on school district premises.  
 
5. Obstruction of Passageways: No portion of sidewalks, entries, passageways, 

aisles, elevators, windows, ventilators, lighting fixtures, or other ways of ac-
cess to the facilities or their utilities shall be obstructed, or cause to be used 
for any purpose other than ingress or egress. 

 
6. Termination of Contract/Loss of Facilities: In case of fire, casualty, or other un-

foreseen occurrence which render the District unable to provide contracted 
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facilities, said Contract shall be immediately terminated, and the District shall 
not be liable for any claims or damages resulting there from.  Renter shall be 
liable only for payments during the time premises were used. 
 

7. Special Interest Groups: Regular use of facilities by religious, political, or other 
special interest groups shall be limited.  Rental of facilities for church services 
will be renewed every six (6) months, with a maximum of four (4) renewals.  
Executing a new Contract after the two (2) year term is subject to District re-
view.  A renewal after the six (6) months is the responsibility of the Contract 
holder. 

 
8. Use by Employees: District employees utilizing school district facilities for per-

sonal use are subject to the same fees, terms, and conditions as any other non-
district user.  Teaching of private lessons for a fee by District staff shall be sub-
ject to all rental procedures and requirements under these Rules and Regula-
tions for all other outside renters (see Governing Board Policy GCRD – Tutoring 
for Pay).  District employees must adhere to District Policy including the pro-
hibition from receiving payment for tutoring their own students. 

 
9. Cancellations: Renters requests for cancellation must be in writing 2 business 

days prior to the day being cancelled. 
 
10. Compliance with Law: Renters of District facilities shall comply with all laws 

of the United States, the State of Arizona, and applicable city ordinances, in-
cluding any rules and regulations contained herein for the facilities owned 
and under the control of the District.  Violations by the renter may result in 
cancellation of a contract and immediate discontinuance of the use of facili-
ties. 
 
a. The lessee of school facilities must affirm knowledge of and enforce the 

requirements and restrictions set out in Chapter 28.1 of A.R.S. Title 36 
related to Medical Marijuana. 

 
b. The lessee of school facilities to be used for athletic activities must con-

firm knowledge of and compliance with the requirements and re-
strictions for such use set out in Board Policy JJIB.  
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ADDENDUM 

 
David Glasser Sports Complex 

Long Term Agreement  
(Rental over 30 days) 

 
 
__________ No alterations or changes to the appearance of the fields/buildings are allowed without 
prior written approval from the Laveen Elementary School District. 
 
__________ Restroom/snack bar inspections will be conducted by the District.  Inspections will include, 
but, not limited to cleanliness, damage/vandalism to the facility.   The cost to restore the facility shall 
be performed by the District and billed to the renter; per the Use of Facility Manual. 
 
__________Renter agrees to clean and stock the restrooms daily. 
 
__________In order to cancel field lights for refund, the District must receive written notification 2 
business days prior to scheduled usage. 
 
__________The District has the right to cancel the rental of the field due to flood irrigation and/or 
District sponsored events. 
 
__________Trash/recyclables are the responsibility of the long term renter. 
 
 
_________________________  __________ 
Signature                                                                        Date 

 
 
 
 
 
 
 
 
 
 
 

  



2 

 

CONCESSION PERMIT REQUIREMENTS 
 

Please note these requirements are subject to change and are in no way 
 limited to the requirements listed below 

 
 

This Code is adopted under authority vested in the Maricopa County Board of Health and the Maricopa 
County Board of Supervisors pursuant to the Arizona Revised Statues § 36-136, 36-183.02, 36-601, 36-
184.B4, 36-187.C, 11-251 paragraphs 17 and 31, 49-106, and 49-107. The provisions of this Code are 
applicable to the unincorporated areas lying within the boundaries of Maricopa County, and the 
incorporated areas lying within the boundaries of Maricopa County, and the incorporated cities and 
towns whose governing bodies specifically request the services of the Maricopa County Environmental 
Services Department. 
 
 
 
No Permit - 

• You are serving ONLY prepackaged food that is prepackaged by the manufacturer and the 

packaging stays intact. 

• ALL prepackaged food must NOT be potentially hazardous, meaning it cannot use time and 

temperature as a control.  For example: 

o Burritos that are prepackage are potentially hazardous as they need refrigeration to 

remain safe and then heated for service. A permit WOULD be needed. 

o Cans of soda are shelf stable, even if you choose to keep them cold.  A permit would 

NOT be needed. 

o Hot Chocolate packets that are mixed with hot water require heating of the water and 

therefore be potentially hazardous.  A permit WOULD be needed.  Please note, the lack 

of a permit would require the concession stand worker to hand the hot choc packet 

separate from the cup of water for the customer to mix.    

o Anything you microwave WOULD need a permit. 

o Anything intended to be held warm or hot WOULD need a permit. 

o Ice cream is kept frozen for not only quality, but for food safety as well.  A permit 

WOULD be needed. 

o Chips, prepackaged bakery items, candy and canned sodas would NOT need a permit. 

o Cookies baked on site (such as Otis Spunkmeyer in the ovens they provide) WOULD 

need a permit as it is prepared on site. 

• Hand washing sinks are to be available in all concession areas. 

 
Eating and Drinking Permit, Class 2 – 

• Requires a hand washing sink. 

• Requires a Serve Safe Certified Manager to be available to the organization. 

• Food Handlers cards are required. 
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• This permit is required if you serve prepackaged items that are potentially hazardous.  For 

Example: 

• A prepackaged burrito that is microwaved and then served to the customer.  

• Individual pizza that comes delivered in an individual box. 

 
Eating and Drinking Permit, Class 2 – 

• Requires a hand washing sink. 

• Requires a Serve Safe Certified Manager to be available to the organization. 

• Food Handlers cards are required. 

• This permit is required if you serve prepackaged items that are potentially hazardous.  For 

Example: 

• A prepackaged burrito that is microwaved and then served to the customer.  

• Individual pizza that comes delivered in an individual box. 

o Prepackaged hot dog…remember the definition of prepackaged is that is prepackaged 

by the manufacturer, or caterer. 

o Ice Cream Bars 

o Cream Cheese packets 

o Individual containers of prepackaged Nacho Cheese 

o String Cheese 

o Milk products/Protein products 

o Deli Sandwiches/Subs 

o Salads 

Eating and Drinking Permit, Class 3 – 

• Requires a hand washing sink. 

• Requires a 3 compartment ware washing sink to be in the concession stand. 

• Requires a Serve Safe Certified Manager to be available to the organization. 

• Food Handlers cards are required. 

• This permit type is needed if you serve ANY (even one) non prepackaged item(s) that is 

potentially hazardous and needs time and temperature as a control.  Non prepackaged items 

typically require some food handling and prep. 

• For example: 

o Pizza that comes as a whole pizza and is served with tongs, or placed individual bags or 

paper sheets by the concession staff. 

o Foods from warming crock pots. 

o Hot dogs or hamburgers prepared on site. 

o Nachos where cheese is pumped from a dispenser. 

o Ice Cream scooped from a container. 

o Hot chocolate that the concession staff mixes. 
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It should also be noted that any contracted vendor of potentially hazardous foods that comes on 
campus to sell their product, or sells you product to resell, MUST have a catering food service permit 
from the Maricopa County Health Dept.  For example, a pizza vendor brings on their pizza wagon, or 
sells you product to resell, MUST have a catering food permit.  It is the Booster Club who contracted 
the vendor’s responsibility to obtain copies of those permits and retain them on file.   Keep these in 
your concession stand as the Health Dept. will ask to see them at the time of inspection. 
 
If you are required to have food handler’s cards and/or a Serve Safe Certified Manager, post copies of 
all current cards in the concession stand as you will need to show those at the time of inspection. 
Permits are required to be renewed annually.  All fees must be paid by the expiration date printed on 
the permit.  Should payment not be made, a cease and desist order will be issued by the Health Dept.  
All payments are to be made by the booster clubs as the District does not cover the cost of permitting 
concession stands. 
Booster clubs may NOT utilize the Serve Safe credentials of the food service staff to satisfy the Serve 
Safe requirement, nor may they operate under the umbrella of any SUSD Nutrition Services food 
permit. 
 
For specific questions, or to inquire about current and future permits, please contact: 
Maricopa County Environmental Services Department:  
602-506-6824 or 
http://maricopa.gov/EnvSvc/ 
To: 

•Obtain Food Handler’s Card 

•Food Service Permit 

•Variance for food service during an event 

•General food service questions 
 
General questions and guidance, please contact Nutrition Services: 
Jennifer Gordon 
Director, Nutrition Services 
Office:  602-237-9100 
Fax:  602-237-9134 
Email:  jgordon@laveeneld.org 
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APPENDIX A 
FEE SCHEDULES 

EFFECTIVE FEBRUARY 4, 2021 
 

Facility Rental Fee Schedule of Hourly Rates 

 Class II Class III Class IV 

Elementary Schools    

Kindergarten Room $  12.00 $  16.00 $  24.00 

Classroom 9.00 12.00 18.00 

Music/Band/Strings 12.00 16.00 24.00 

Art 12.00 16.00 24.00 

Media Center 30.00 40.00 60.00 

Science Lab 15.00 20.00 30.00 

Other Special Classroom 12.00 16.00 24.00 

Computer Lab 18.00 25.00 38.00 

Gymnasium 57.00 77.00 116.00 

Multi-Purpose Room (Cafeteria-No Kitchen) 46.00 62.00 93.00 

Kitchen 15.00 20.00 30.00 

Sports Field (per field)  15.00 20.00 30.00 

David Glasser Athletic Complex (per field) 15.00 20.00 30.00 

Building A with stage 20.00 27.00* 40.00 

Building A without stage 14.00 19.00* 29.00 

Laveen Education Center – Board Room (Full Room) 39.00 52.00 78.00 

Laveen Education Center – Small Conference Room 9.00 12.00 18.00 

Single Restroom (Regular Time Rate) 14.00 14.00 14.00 

Single Restroom (Overtime Rate) 18.00 18.00 18.00 

Group Restroom (Regular Time Rate) 32.00 32.00 32.00 

Group Restroom (Overtime Rate) 40.00 40.00 40.00 

TSP Performing Arts Theater (Must inc. on site personnel) 25.00 34.00 50.00 

    

 
* Community organizations that contributed to the renovation of historic Building A at Laveen School 

are treated as Class I for use of Building A. 
 
NOTES: 
 

1. Use of auditoriums, media centers, computer rooms, weight rooms, gymnasiums, stadiums, or   
kitchens will require personnel fees for the assignment of District operating staff. 

 
2. Equipment rates in addition to room rental apply to use of art room, home economics, weight 

rooms, and computer labs. 
 

3. Rooms not scheduled above will be rented at the rate of $0.012 per square foot per hour for 
Class III users, Class II users at 75% of the Class III rate, and Class IV at 150% of the Class III rate. 
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4. A utility surcharge will be added for any facility rental occurring outside normally scheduled run 
times for air conditioning and lighting. 

 
 
 

Hourly Fee Schedule – Personnel 
 

Personnel Type Regular Time Rate       Overtime Rate 

Custodian/Maintenance – Elementary/Middle 24.00 36.00 

Kitchen Manager 24.00 36.00 

IT Personnel  25.00 37.50 

Food Service Worker 20.00 30.00 

Certificated Staff (teacher) 28.00 28.00 

 
NOTES: 
 

1. Hours beyond the scheduled facility times may be required for cleanup or responsibilities after 
renter leaves. 

 
2. Regular time personnel fees may be used only when it is known that personnel will not exceed 

40 hours in the week.  Otherwise overtime rates will apply and be charged. 
 

3. All overtime personnel required on a Saturday, Sunday, holiday or other days when facilities are 
not open will be charged at a minimum of three (3) hours. 

 
4. All hours for personnel fees to be computed to the closest half hour. 

 
5. Other personnel not listed on this table will be charged at their current rate plus benefits 

percentage. 
 

 
Hourly Fee Schedule - Equipment 

Equipment/Rooms Rate per Hour 

Per Student Per Hour 

Computers $1.50 

Weight Equipment Room .50 

Home Economics Room .40 

Arts/Crafts Room .30 

Per Hour Basis 

Public Address Systems (including operator) $30.00 

Overhead/Movie/LCD Projectors (including operator) 30.00 

PA System/Projector only 18.00 

Studio Piano 8.00 

Tables and/or Chairs (per 100) 15.00 
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LAVEEN ELEMENTARY SCHOOL DISTRICT ENERGY SURCHARGE SPREADSHEET 
Fiscal Year 2021-2022 

Estimated Energy Cost for 1 Hour/Each Classroom 
HVAC SYSTEM TYPE PACKAGE UNITS

Site 

Regular 
ClassRm 

Per 
Hour 

Two Hr 
Start-up 

& 
Shutdown 

Cafeteria/ 
TSP 

Performing 
Arts Theater 

Per Hour 

Two Hr 
Start-up 

& 
Shutdown 

Gym 
Per Hour 

Two Hr 
Start-up & 
Shutdown 

Vista Del Sur Winter 1.12 2.25 3.53 7.07 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

Laveen School Winter 1.12 2.25 3.53 7.07  7.99 15.99 

Summer 1.44 2.88 5.59 11.19  12.27 24.53 

MC Cash Winter 1.12 2.25 3.53 7.07 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

Cheatham Winter 1.12 2.25 3.53 7.07 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

Trailside Point Winter 1.12 2.25 3.53 6.86 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

Desert 
Meadows Winter 1.12 2.25 3.53 7.07 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

Rogers Ranch Winter 1.12 2.25 3.53 7.07 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

Paseo Pointe Winter 1.12 2.25 3.53 7.07 7.99 15.99 

Summer 1.44 2.88 5.59 11.19 12.27 24.53 

LEC 
Boardroom Winter 4.00 7.98 

Summer 6.32 12.27 

Field Lights 
(Per Field) All Year 5.00/Hr. 

Concession 
Building All Year 1.43 



Contract for Use of School Facility
School/Facility:

Name of Renter:

Responsible Designee:

Street Address: City: Zip:

Insurance Company Policy #

Amount of Coverage Liability $ Property $

Specific Purpose:

Rental Classification:

Total Daily Total Hourly

Days Hours Hours Rate

0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00
0:00 0:00

Personnel Requests:

Total Daily Total Hourly

Days Hours Hours Rate

0:00 0:00 $32.00
0:00 0:00 $32.00
0:00 0:00 $32.00
0:00 0:00 $32.00

Day(s) SU/SD Total Daily Total Hourly 

Requested Rate Days Hours Hours Rate

0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00
0:00 0.00

$0.00
$0.00
$0.00

$0.00

$0.00

$0.00
$0.00
$0.00
$0.00

$0.00

$0.00

 (hrs x rate) 

$0.00
$0.00

(District personnel hours include 1/2 an hour before and after for set up and final clean up.)

$0.00

$0.00
$0.00

 Utility / Equip. Fees 

 (su/sd x days) + (hrs x rate) 

$0.00

$0.00
$0.00
$0.00
$0.00

 Personnel Fees 

$0.00

.

Telephone:

RENTER INSURANCE INFORMATION

$0.00
$0.00
$0.00
$0.00

 Facility Fees 

 (hrs x rate) 

$0.00

Note: A Certificate of Insurance naming Laveen Elementary School District as “Additional Insured” must accompany this contract.

Expires

Is an admission fee charged?

Contract total:

Facility Requests:

Hours

Requested

Hours

Requested

Hours
Room 

Day(s)

Requested
Room 

Room 

Requested

Is a fee being charged to participants?

$0.00

Utility/Equipment Requests/Surcharge: (A daily rate is charged per room for power Start Up (SU) and Shut Down (SD).) 

Day(s)

Requested

Class I Class II Class III Class IV

Yes NoNoYes



Signed: Date:       Signed: Date:      
Renter’s Designee Signed: Main. Supervisor (if applicable)

Signed: Date:       Signed: Date:      
Principal or Designee Child Nutrition Co‐Ord. (if applicable)

Signed: Date:      
Director of Support Services

Upon the full completion of the contract (including renter & principal signatures) and the review of the final terms
and charges with the proposed user, the following MUST be attached for execution at least ten (10) work days prior
to the use of the facilities to the Support Services Office. 
 

 A copy of the Certificate of Insurance 
(A.R.S. § 15‐1105 requires the renter to show proof of  liability  insurance. The amount must be no less than
$1,000,000 liability (each occurrence limit for bodily injury and property damage) and no less than $100,000
Damage  to  Rented  Premises  (also  known  as  property  damage  or  fire  damage  coverage)  with  the  Laveen
Elementary School District named as “additional insured” on the policy. A Certificate of Insurance is required
as evidence of this coverage). 

 
 A check made payable to the “Laveen Elementary School District” 

In  general,  payment  is  due  at  the  time  the  facility  use  Contract  is  approved.  Rental  fees  for  facility  use
exceeding thirty (30) calendar days may be invoiced monthly when approved by the Assistant Superintendent
for Business Services in advance of approval of the Contract. In such circumstances, the rental for each 30‐day 
period must be paid in advance. 

 
If a contract  is submitted from a school to the Business Office less than 14 days prior to the first scheduled
day of facility use: 

 
a. Renter  must  also  include  check  for  “Total  Amount  Due”  if  scheduled  days  are  completed  within  30

calendar days. 
 
b. Renter must include check “for amount equal to” all fees due within first 30 days is  if contract duration

extends beyond 30 calendar days. 
 
The contract will then be submitted for review and approval by the Director of Support Services, who must sign the 
contract on behalf of the District. The Support Services office will then distribute a copy of the signed contract back
to the school. 
 
SHOULD  PAYMENTS  NOT  BE  MADE  WITHIN  TIMES  REQUIRED,  THE  BUILDING  PRINCIPAL  MAY  BE  ASKED  TO
CONTACT A RENTER TO NOTIFY THEM THAT FACILITY USE MAY NOT CONTINUE WITHOUT ADVANCE PAYMENTS. 
 

I,  the  undersigned  “Renters Designee”,  have  read  the  terms  and  conditions  contained  in  the  LESD  Facility  Rental
Policy Manual pertaining to the use of the Laveen Elementary School District Property and understand that they are
a part of this contract and agree to abide by them. I affirm I have knowledge of and enforce the requirements and
restrictions set out  in Chapter 28.1 of A.R.S. Title 36 related to Medical Marijuana.    If the facility  is to be used for
athletic activities, I confirm knowledge of and compliance with the requirements for such use set out in Board Policy
JJIB.    I  also  understand  that  this  contract  is  not  approved  until  signed by  the Director  of  Support  Services  or his
designee, and may be revoked at any time. 
 
                

Renter’s Initials 

Revised 8/2/12



CERTIFICATE HOLDER

© 1988-2010 ACORD CORPORATION.  All rights reserved.
ACORD 25 (2010/05)

AUTHORIZED REPRESENTATIVE

CANCELLATION

DATE (MM/DD/YYYY)CERTIFICATE OF LIABILITY INSURANCE

LOCJECT
PRO-POLICY

GEN'L AGGREGATE LIMIT APPLIES PER:

OCCURCLAIMS-MADE

COMMERCIAL GENERAL LIABILITY

GENERAL LIABILITY

PREMISES (Ea occurrence) $
DAMAGE TO RENTED
EACH OCCURRENCE $

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $

PRODUCTS - COMP/OP AGG $

$RETENTIONDED

CLAIMS-MADE

OCCUR

$

AGGREGATE $

EACH OCCURRENCE $UMBRELLA LIAB

EXCESS LIAB

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (Attach ACORD 101, Additional Remarks Schedule, if more space is required)

INSR
LTR TYPE OF INSURANCE POLICY NUMBER

POLICY EFF
(MM/DD/YYYY)

POLICY EXP
(MM/DD/YYYY) LIMITS

WC STATU-
TORY LIMITS

OTH-
ER

E.L. EACH ACCIDENT

E.L. DISEASE - EA EMPLOYEE

E.L. DISEASE - POLICY LIMIT

$

$

$

ANY PROPRIETOR/PARTNER/EXECUTIVE

If yes, describe under
DESCRIPTION OF OPERATIONS below

(Mandatory in NH)
OFFICER/MEMBER EXCLUDED?

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY Y / N

AUTOMOBILE LIABILITY

ANY AUTO
ALL OWNED SCHEDULED

HIRED AUTOS
NON-OWNED

AUTOS AUTOS

AUTOS

COMBINED SINGLE LIMIT

BODILY INJURY (Per person)

BODILY INJURY (Per accident)
PROPERTY DAMAGE $

$

$
$

THIS IS 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.

INSR
ADDL

WVD
SUBR

N / A

$

$

(Ea accident)

(Per accident)

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE 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 be endorsed.  If SUBROGATION IS 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).

The ACORD name and logo are registered marks of ACORD

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

INSURED

PHONE
(A/C, No, Ext):

PRODUCER

ADDRESS:
E-MAIL

FAX
(A/C, No):

CONTACT
NAME:

NAIC #

INSURER A :

INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

INSURER(S) AFFORDING COVERAGE

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

SAM
PLE
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Appendix B    

COVID-19 Acknowledgement and Disclosure            
Laveen Elementary School District 

COVID-19 Acknowledgment and Disclosure 
 

The following must be read and signed by any individual utilizing the Laveen District facilities.  If the 
individual is a minor, then a signature by a parent or the child’s guardian is required. 
 

1.  
 
 
 
 

 I understand that during this COVID-19 public health emergency, I will NOT be 
permitted to enter the facility/school beyond the designated rental area. This 
procedure is for the safety of all persons present at the facility/school and to limit 
to the extent possible everyone’s risk of exposure. 

2. 
 

 
 

 
    3. 

 I understand that prior to entering the facility beyond the designated drop-off 
and pick-up area, I MUST wash my hands and wear a mask before entering. While 
in the facility, I will practice social distancing and remain 6 feet from all other 
people. 
Masks may be removed while actively participating in a physically strenuous 
activity.  All Arizona Interscholastic Association (AIA) guidelines must be followed 
when participating in group activities.  A link to the latest guidelines may be 
requested from the District.    

4.  
 
 
 

I understand that in order to utilize a District facility I must be free from COVID-
19 symptoms. If any of the following symptoms appear, I will be immediately 
separated from the other participants. I will remove myself from the facility 
within 15 minutes of the appearance of symptoms.  
Symptoms include: 

• Fever of 100.4 degrees Fahrenheit or higher 

• Chills 

• Shortness of breath or difficulty breathing 

• Fatigue 

• Muscle or body aches 

• Headache  

• New loss of taste or smell 

• Sore throat 

• Congestion or runny nose 

• Nausea or vomiting 

• Diarrhea 

• Any other symptom of illness, whether or not you believe it’s related to 
COVID-19 

While the District understands that many of these symptoms can also be due to 
non-COVID-19-related issues, we must proceed with an abundance of caution 
during this public health emergency.  
 
Symptoms typically appear two to seven days after being infected. You will need 
to be symptom-free, without any medication, for twenty-four (24) hours before 
returning to use the District facility.  
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5.  I understand that I must conduct daily self-screening for symptoms prior to 

arriving at the District facility.  
   
6.  I understand that I must wear a face covering while at the District facility.  
   
7.  I understand that, while present at the District facility I will be in contact with 

others who are also at risk of community exposure. I understand that no list of 
restrictions, guidelines, or practices will remove the risk of exposure to COVID-19. 
I understand that the members of my family play a crucial role in keeping 
everyone at school facility safe and reducing the risk of exposure by following the 
practices outlined herein.  

 
 

I, _______________________________________________, certify that I have read, understand, and 
agree to comply with the provisions listed herein.  
 
Name:   ____________________________________________________________ 
 
Signature  ____________________________________________________________ 
 
If Minor 
Parent’s Name:  ____________________________________________________________ 
 
Parent’s Signature: ____________________________________________________________ 
 
Date:   ______________________________ 
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Appendix C 
Laveen Elementary School District 

COVID-19 Acknowledgment and Disclosure 
 

The following must be read and signed by any individual utilizing the Laveen District facilities.  If the 
individual is a minor, then a signature by a parent or the child’s guardian is required. 
 

2.  
 
 
 
 

 I understand that during this COVID-19 public health emergency, I will NOT be 
permitted to enter the facility/school beyond the designated rental area. This 
procedure is for the safety of all persons present at the facility/school and to limit 
to the extent possible everyone’s risk of exposure.  

2. 
 
 

 

 I understand that prior to entering the facility I MUST wash my hands and wear a 
mask before entering. While in the facility, I will practice social distancing and 
remain 6 feet from all other people. 

3.  
 
 
 

I understand that in order to be in a District facility I must be free from COVID-19 
symptoms. If any of the following symptoms appear, I will be immediately 
separated from the other participants. I will remove myself from the facility 
within 15 minutes of the appearance of symptoms.  
 
Symptoms include: 
 

• Fever of 100.4 degrees Fahrenheit or higher 

• Chills 

• Shortness of breath or difficulty breathing 

• Fatigue 

• Muscle or body aches 

• Headache  

• New loss of taste or smell 

• Sore throat 

• Congestion or runny nose 

• Nausea or vomiting 

• Diarrhea 

• Any other symptom of illness, whether or not you believe it’s related to 
COVID-19 
 

While the District understands that many of these symptoms can also be due to 
non-COVID-19-related issues, we must proceed with an abundance of caution 
during this public health emergency.  
 
Symptoms typically appear two to seven days after being infected. You will need 
to be symptom-free, without any medication, for twenty-four (24) hours before 
returning to use the District facility.  
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4.  I understand that I must conduct daily self-screening for symptoms prior to 
arriving at the District facility.  

   
5.  I understand that I must wear a face covering while at the District facility.  
   
6.  I understand that, while present at the District facility I will be in contact with 

others who are also at risk of community exposure. I understand that no list of 
restrictions, guidelines, or practices will remove the risk of exposure to COVID-19. 
I understand that the members of my family play a crucial role in keeping 
everyone at school facility safe and reducing the risk of exposure by following the 
practices outlined herein.  

 
 

I, _______________________________________________, certify that I have read, understand, and 
agree to comply with the provisions listed herein.  
 
Name:   ____________________________________________________________ 
 
Signature  ____________________________________________________________ 
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Appendix D 
 
 
FACILITY USE 

 
When using FACILITY or any portion thereof, OCCUPANT agrees to comply with all applicable federal, 

state, and municipal laws and regulations; with Centers for Disease Control and Prevention guidance 

on social distancing and large events and gatherings; and with the policies and regulations of the 

DISTRICT pertaining to the use and occupancy of FACILITY. OCCUPANT agrees to take good care of 

FACILITY and any equipment and furniture located therein, and to leave FACILITY at all times in as good 

order and condition as existed prior to OCCUPANT's use thereof. OCCUPANT shall not use or allow any 

portion of FACILITY to be used for any unlawful purpose. OCCUPANT shall not commit or allow to be 

committed any waste or nuisance in or about FACILITY, or subject FACILITY to any use that would 

damage any portion of FACILITY or raise or violate any insurance coverage maintained by DISTRICT. 

OCCUPANT shall not allow a number of persons in any portion of FACILITY at any time in excess of the 

legal or normal capacity of such portion of FACILITY. OCCUPANT shall not permit any food, drink, or 

smoking in any portion of FACILITY without the prior written consent of 

DISTRICT. OCCUPANT agrees that DISTRICT has not agreed and will not agree to warrant the suitability 
or safety of FACILITY or any of FACILITY’s contents for the uses intended by OCCUPANT, such that 
OCCUPANT accepts full responsibility therefore. OCCUPANT agrees and acknowledges that the 
DISTRICT does not warrant that the FACILITY is free from mold, bacteria, or viruses. OCCUPANT agrees 
to occupy the building “as is” and is wholly responsible for the health and safety of all FACILITY 
attendees. If the property (or premises) will be used for an athletic activity, OCCUPANT shall comply 
with the requirements of A.R.S. Section 15-341(A)(24) regarding concussions and head injuries. 
 
 
LIABILITY AND INDEMNITY 
 
OCCUPANT agrees to conduct its activities in FACILITY in a careful and safe manner. As a material part 
of the consideration to DISTRICT, OCCUPANT hereby assumes all risk of damage to and loss or theft of 
property, as well as injury or death to persons, related in any way to OCCUPANT's use or occupancy of 
any portion of FACILITY from any cause whatsoever, including from communicable diseases, whether 
caused in whole or in part by DISTRICT, and OCCUPANT hereby waives all claims against DISTRICT 
relating in any way to OCCUPANT’S use of FACILITY. OCCUPANT shall defend, indemnify, and save 
harmless DISTRICT and all of its board members, employees, agents, insurers, and representatives from 
any and all claims, notices of claim(s), demands, suits, actions, proceedings, loss, cost, and damages of 
every kind and description, including any attorney's fees and/or litigation expenses, which may be 
brought or made against or incurred by DISTRICT, on account of loss of or damages to any property 
and/or for injuries to or the death of any person(s) arising in whole or in part out of any act or omission 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/social-distancing.html
https://www.cdc.gov/coronavirus/2019-ncov/community/large-events/mass-gatherings-ready-for-covid-19.html
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by DISTRICT or its board members, employees, agents, representatives, invitees, or subcontractors, or 
arising in whole or in part out of OCCUPANT’S use of FACILITY, including but not limited to workers' 
compensation claims and unemployment disability compensation claims of employees of OCCUPANT. 
OCCUPANT’S obligation to defend, indemnify, and save harmless DISTRICT extends to claims, notices of 
claim(s), demands, suits, actions, proceedings, loss, cost, and damages arising from a communicable 
disease infection including, but not limited to, COVID-19. 
 
Unless agreed to in writing prior to use of the FACILITY, OCCUPANT understands that the DISTRICT will 
not provide security services for OCCUPANT’s personnel, volunteers, and invitees during the use of the 
FACILLITY. Accordingly, absent a written agreement to the contrary, OCCUPANT agrees and 
acknowledges that the DISTRICT is not responsible for protecting OCCUPANT’s personnel, volunteers, 
and invitees from threats, assaults, criminal acts, intrusion, terrorist or other attacks, acts of violence, 
and other similar incidents or risks of harm or injury. Moreover, OCCUPANT agrees and acknowledges 
that the DISTRICT is not responsible for the loss, damage, or theft of property belonging to or brought 
to the FACILITY by OCCUPANT or OCCUPANT’s personnel, volunteers, and invitees. Accordingly, 
OCCUPANT agrees to defend, indemnify, and hold the DISTRICT and its representatives harmless in 
connection with any and all claims asserted by or on behalf of OCCUPANT and/or any personnel, 
volunteers, and invitees of OCCUPANT relating to injury to person or property occurring because of, 
during, or in connection with the use, occupancy, and/or presence of anyone or anything in or upon 
the FACILITY, whether or not such injury is alleged to be the fault of the DISTRICT—in whole or in part. 
 

EXECUTION DATE 
 
The parties have caused this Agreement to be executed by their duly authorized representatives, on 
this ________________ day of _______________, ___________.  
 

DISTRICT      OCCUPANT 
 
Name: _________________________   Name: ______________________________ 
 
 
________________________________ _________________________________ 
Authorized Signature    Authorized Signature 
 
 
Date: ______________________________Date: ______________________________ 
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