The School District of Jackson County

Marianna, Florida
Facility Use Form


This form is to be completed for non-school related use of facilities.
Information:

	Event:
	
	
	Today’s Date:
	

	Date of Event:
	
	Time of Event:
	
	Finish Time:

	Organization:
	
	
	Phone:
	

	Address:
	
	
	City, ST Zip:
	

	Contact:
	
	
	Phone:
	Cell:

	Facility Required:
	
	
	School:
	

	Describe Event:
	
	
	
	

	
	
	
	
	

	Is Event For Profit?
	Yes          No
	Waive Fee?
	Yes          No
	Principal’s Initials:

	Rehearsal Needed?
	Yes:         No
	If Yes, Time:
	Date:
	

	Approximate Audience Size?
	
	
	

	Will food be prepared and/or served in our Kitchen?
	Yes:          No:
	Describe:
	

	
	
	
	


Insurance: 
NO FACILITY WILL BE USED WITHOUT APPROVED INSURANCE
	If self insured, you must attach a Certificate of Insurance making Jackson County School Board the certificate holder and the Additional Insured on your insurance.  Minimum Coverage:  $1,000,000 per event and $1,000,000 per person.

	Self Insured:
	Yes          No
	If Yes, Carrier:
	

	If purchasing insurance from PAEC through Jackson County School Board, premiums are based on the seating capacity of facility requested, type of event, and number of days requested.  No Exceptions Will Be Made.

	All requests must be received three weeks prior to date of event.  Requests will be submitted to carrier for approval of event and insurance premium.  Organization will be contacted upon approval and pricing of event.


Fees:  Usage Fee includes:  Use of Facility, Typical Janitorial Services, and Administrative Cost.

Event Sponsor must use JCSB’s Security, Sound/Lighting Technicians, Kitchen Worker(s), and Additional Custodial Staff.  Event sponsor is responsible for clean-up of decorations.  Checks are to be made out separately to the Jackson County School Board and the school as detailed below.
	FEES:
	JCSB
	School
	Total

	Facility Usage Fee (+Rehearsal Fees)
	$
	$
	$

	Insurance Premium
	$
	
	$

	Sound/Lighting Technician
	_____Hour(s) @ $35
	$
	
	$

	Kitchen Worker
	_____Hour(s) @ $25
	$
	
	$

	Custodial Worker
	_____Hour(s) @ $25
	$
	
	$

	Security Officer
	_____Hour(s) @ $25
	
	$
	$

	Total
	$
	$
	$

	

	School and Room
	Usage Fees

	Marianna High School Auditorium
	$100.00
	$400.00
	$500.00

	Auditorium (Except Marianna High)
	$70.00
	$280.00
	$350.00

	Gymnasium
	$80.00
	$320.00
	$400.00

	Recreation Field
	$60.00
	$240.00
	$300.00

	Multipurpose Rooms
	$50.00
	$200.00
	$250.00

	Cafeteria Only
	$50.00
	$200.00
	$250.00

	Cafeteria w/Kitchen
	$70.00
	$280.00
	$350.00

	Library
	$10.00
	$40.00
	$50.00

	Basic Classroom
	$7.00
	$28.00
	$35.00

	All Rehearsals Will Double the JCSB Usage Fee

	

	Signatures: 

	JCSB Insurance Specialist:
	
	
	Date:

	Principal’s Signature:
	
	
	Date:

	Director of Facilities:
	
	
	Date:
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