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ADMINISTRATIVE GUIDELINE

Title:  Procedures for Use of Board Facilities by Staff

Effective Date:  March 26, 2008
Responsibility: Superintendent of Business

1.
Rationale
1.1
The Near North District School Board supports the use of Board owned facilities for work related educational purposes.  Using Board facilities for personal use by staff is not permitted.  


The following procedure outlines the process to be followed if staff need to use Board Facilities for work related educational purposes at times other than the usual school day. This guideline applies to current staff members only and does not include friends of or family. (See Administrative Guideline “Community Use of Facilities” to rent facilities for personal use.)
2.
Policy


2.1
The Board shall permit the use of its buildings and properties by staff 
(only) 
subject to availability and certain other conditions as outlined in 
this guideline.


2.2
School activities shall have priority use of school space during and after 
regular school hours.

3.
Regulations

3.1
The Principal/Board has the authority and responsibility under the Education Act and the Regulations to exercise reasonable care and judgment and to refuse or revoke access to any Board facilities at any time 

to any person, group of persons, or organizations. (Regulation 298, Section 11)


4.
Authority

4.1
Senior Management, Principals or Supervisors, will be responsible to:

4.1.1
keep a record in the school office of any one or group of staff requesting use of Board Facilities, including name, date and reason for wanting the use of Board Facilities on attached form A.  
 



4.1.2
ensure employee is aware of the procedures for using Board owned 

property. 

4.1.3
sign and have employee sign attached form  “A – Use of Board Facilities by staff”

4.1.4
facilitate and carefully monitor the use of the facility or area of facility being used by staff making sure if specialized training or certification is required the staff requesting the use has that training or certification. (i.e. school shops, gym facilities, location security system)

4.1.5
inspect the areas used to confirm that no harm or damage was done to premises and areas used are in the condition it was prior to such use. 

4.1.6
ensure that records of use of facilities of the Board are made available upon request to representatives from the Administration Office or the Board’s external auditors. 

5.
Areas of Use


PERMITTED
NOT PERMITTED (Unless agreed to by the 
Principal/Board)

Gymnasiums
Principal’s Office


Auditoriums
Secretarial Office


Classrooms without computers
Libraries/Resource Centres


Cafeteria
Specialty Rooms (science, technical, custodial)


Washrooms
Staff Rooms, Nurse’s Room


Parking Lots
Material and Equipment Storage Areas


Fields/Tracks/Grounds
Weight/Exercise Room



Areas with computers

6.
Uses Not Permitted

a) 
Wedding receptions, anniversary celebrations, birthday parties and similar private gatherings are not permitted.

b)
The sale and/or consumption of alcoholic beverages shall be prohibited.

c)
Any use that interferes with the normal day-to day operations of the schools shall not be permitted.

d)
Any use that is deemed by the Principal or Board to create Health and/or Safety concerns will not be permitted.

7.
Applications and Approval

7.1
All inquiries regarding the use of schools should be directed to the Principal.  Any staff using school facilities must submit a new request each time/school year, whether they have used the facility previously or not. 

7.2
A custodian, Principal or some other employee familiar with emergency and security procedures shall be on duty for any staff using Board Facilities.

7.3
Staff is to be made aware they are expected to leave the facility in a neat and clean state.  All and any costs incurred for clean-up/vandalism/loss during the period staff has reserved the space shall be charged to the staff signing to reserve the space. 

7.4
All staff must abide by the rules and regulations established by the Near North District School Board for use of its facilities.  Any failure to adhere to these regulations will result in loss of permission to use such facilities and the assessment of all costs for damage or extra services charged to the user.

7.5
The Principal/Board, at their discretion, can refuse access without prejudice, to any staff member. 
FORM “A”

USE OF BOARD FACILITIES BY STAFF
Both employee and immediate supervisor must SIGN the appropriate lines below.

Please complete this form and keep on file.

Name of Employee:  __________________Position:  ___________________________
School or Location/& Department:  _________________________________________
Area of location to be Used: _______________________________________________
Reason:  _______________________________________________________________
Condition of Area to be Used:  ____________________________________________
Condition After Use:  ___________________________________________________
This employee will use the Board Facilities for work related educational purposes only and abide by the guidelines for use of Board owned Facilities.
Using Board facilities for personal use by staff is not permitted.
______________________________
_______________________
Supervisor





Employee

Our mission is to educate learners to their fullest potential in preparation for life-long learning.

