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PTA/Booster Club Use of Facility

Parent Club Officer Instructions

Every year, PTA/PTSA/PTO & Booster Club(s) are required to enter a Blanket Use of Facility (UoF) agreement.
Your school is required to produce this for your principal’s annual audit.

Blanket UoF agreements will be in effect for the duration of your COI (Certificate of Insurance). There is no
charge for these agreements and will cover the following:

v' All events that take place during student days/hours only

v" Permission to use the school's name

v" General meetings

¥ Fundraising efforts such as merchandise/food brochure sales

Per annual agreement, PTA/Booster Clubs will be required to enter a separate UoF agreement for:

< ANY/ALL carnivals, fairs, < Any after-scheool programs <+ All weekend, evening or
and/or festivals no matter sponsored by PTA/PTSA events scheduled on non-
when they take place or Booster Club(s) student days

» Each reservation will serve as a separate UoF agreement for these events. Dates can be entered at any time
but must be submitted 30 days prior to planned event
Note: PTA & Booster Clubs are waived of paying rental fees. However, these organizations are still required to cover the operational
costs associated with reservations, so the school does not incur these fees itself. These costs can include personnel OT, utilities
when not in normal use and custodial supplies such as hand soap, toilet paper, paper towels, and other cleaning supplies used
during their events, if applicable. Every reservation is evaluated on a case-by-case basis. If you have questions, you can call Jackie,
HCPS FA at-+ - P|oase have your reservation number for reference.

What your organization is responsible for:
You will need to create an account in your organization’s name if you have not already done so
o  Note: PTA/PTSA name should match what they have registered with the FL PTA (example: 8 C Graham Elementary PTA)

[ PTA/PTSA and/or Booster Club(s) officers are required to enter their UoF request to your school a minimum of
30 days prior to first date of use

PTA/PTSA organizations must be in active status with the FL PTA
You will need to upload the following documents:

[l Current/Valid COI

This document will be uploaded to the insurance section of the organizations account and must be in compliance with HCPS policies:

» The PTA/PTSA/Booster Club shall provide the school with proof of general liability insurance to cover all its
activities at the Property with an amount of $50,000 per accident and $300,000 per occurrence

» Name on COl must match account name in Facilitron (example: B C Graham Elementary PTA)
» Must have HCPS listed as “Additionally Insured” and should read exactly as follows:
= Hillsborough County Public Schools
901 E Kennedy Blvd. , M O R l A
Tampa, FL. 33602 [

Valid Tax exempt certificate in your organization’s name
This document will be uploaded to the “document” section and should be applied to “ALL" reservations. This document tells us that
you are an active non-profit organization that is allowed to use the name of your parent organization PTA or School Booster Club.

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly
Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

Creating PTA/PTSA or Booster Club Account

~ Creating your account: o facliiren M IRRAONOR Mot s
©  Go Facilitron.com and select “sign up” dinhioninic s .

Create Account
LI You will need your EIN number to register as a “Non-profit”. If you do not e g b
have this information, please select “commercial” and you will be Organization Types:

manually moved during the approval process See examples below:

Create Account
Create Accoumt

e wiramisne Important Notes:

s e Use your organization’s officially registered name

. This name must match your COI & Tax-exempt certificate
Example: B C Grahom Elementary PTA

Address: should be your school site’s address

Phone #: must be a valid contact number for the person creating
account in case the school, Facilitron or district final approver
have questions,

1 (R WY ST A1 o e

Welcome to Facilitron

To activate your account, check your email and click the activation link.
Didn't receive verification email? Visit our FAQs,

@ Once you verify your email you will be able to start entering your reservations @

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly

Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

Creating your Blanket UoF Use of Facility:

From your Dashboard in the upper left corner select the Facilitron Logo to find your school

Upeaming Events

[] See Example: @ e * n

Search for a classroom. athietic
flaid, ar ather vanue

st i 0 st 6 e peed?

[l Enter your school’s name in the box labeled “what kind of space do

your need?” and select the name from the populated names. 2

We bring communities and &
spaces together /L

I Once you have selected your school site you will be directed to isssiimegutipiitadoctn Ao
their individual school site os seen below:
5l ks

[l From here you can choose the room that you use to
conduct your general meetings such as the cafeteria or
classroom/space your school gives you access to *given that
you school has space to give you. Once on this page you will
build your Blanket UoF by selecting the first day available
from the calendar if you cannot select your COI's start date.
See examples below:

Sefect Start Time

x

Cafeteria = ', <

Jementary Sehool F L 0 PM

o .=
§f ¥ 6 @ In “
*You do not need to add any additional facilities to your Blanket UoF Agreement = . @ :

]

Click “Checkout” when the menu appears Ecert a1 raom Eementacy Scnoc

[1  Fill out the following form in this format: see exampiers)

o Event name must be in Organization’s Official Name
followed by “Blanket Use of Facility”

o Event Type: Other (meeting class, etc.)

o Be accurate with your number of attendees so the school
will know how to plan for your general meetings

o Is this a school orientated activity? Yes — Organization type
(PTA, PTSA, PTO or Booster Club) »

o Is this a government sponsored activity? No or NfA

o Is this a person/private business activity? Yes T

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly
Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

E C Granas Ziem PTA Elankat Lee of Fatlity

Do not add any optional services to your Blanket UoF

Evnnt

Do not be alarmed if you generate fees. Facilitron does not know you
are an organization that is rental fee waived until your account has
been moved to the correct rate category. This will be done during the
approval process. When Facilitron asks for payment, simply click the
“By Mail” option.

Payment

| Agree to the terms & conditions and submit

Te nay by ¢ heek o mamey e

ot 6 Se et

it g Con oy Pk b d (M |
v U 1 L of D s b et

Eeaham Cicmertary 2o
Eersond Use (Josiin Thomat

Coiug
WG $ 80 M- TSI

Enter any comments here =

4 Cutonia Supplies s
such as fee waiver requests " ety ase Cova Uines s
Upload your COl here =>»  'mesemem s oy omcuse - in

o Eoolum 4 finava =
Sefeet a fie 16 vaosd IFOF, PHG, JCPD, JKG, £icd

[[Enesus Fiie | He tio ehasen

= et Tnie 1 iE Bost eatimare Basod 6 100 grovices nfgimation
Imoortanti TG roUesT AL 1D 50 IOPINED By Crahem
Eiementary 5chool 2nd af Iy BT A3
1ERUIOMORLS Muat 66 S3Hzicd bafare yBu aro Sutherisol
@ 100 Lackitios,

Hotolui Links

Is now zwall
12403, YoU W FOSBIVE 30 ROINSINEN WiTh INCHS0C Britng
344 several busingis Bays 13 reven o0

Finally, you will need to upload your tax-exempt certificate from your dashboard.
(If it asks please apply this document to ALL of your reservations)

b1 e i

{ocumenin
e o i=oe]
£ ocorne L o Lo Tr— a———

O sarae

@ Your Reservation is now on its way to the school site to be reviewed and accepted onto their Calendar @

You will be notified via email of any action required by you, as your reservation is moved through the
approval process and when your permit has been issued

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly
Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

Creating Reservations

Now that you are practically a pro at this, let's tackle entering other reservations. Any events that you
have planned that falls outside of the student days/hours will need to be entered as a separate UoF,

There are several reasons why you must have multiple UoF agreements in place:

> We advertise to rent our facilities the outside pubic to create revenue to help fund the upkeep
of our facilities. You will want to reserve your space so that an outside renter cannot come in
and take the space you plan to use.

T

> You are the only organization(s) that we allow to bring outside vendors onto our campuses.
However, you must provide us with their COIl and adhere to our district policies/state laws.

» Some events will cause our district to incur fees for hosting your event such as consumable
supplies examples: toilet paper, paper towels, hand soap/sanitizer and other cleaning materials
used during these events, utilities when not in normal use and OT for staff who worked.

> Our schools are funded by taxpayer money. It is our district's responsibility to be good stewards
of these funds. Therefore, we cannot incur/pay fees for your facility use.

> YOU CANNOT PAY HCPS STAFF DIRECTLY. When you do this, our employees are no longer
covered by important safeguards such as worker's comp insurance. They must be paid through
our payroll system using official forms. You will pay via Facilitron, site secretary will submit these
forms for HCPS staff OT payments, Facilitron will reimburse our district.

» Every reservation in conditional. If you feel that you are not required to pay for a service, you
have been quoted, you can request it be adjusted/removed in the comment section. If the
school agrees and it does not break HCPS policy, it can be adjusted.
»

If you have an after-school enrichment program or “clubs” that you host, you are required to

have a separate account set up. Please call HCPS final approver directly at (813) 244-4834 for

assistance in setting this account up as there are special requirements before these types of
reservations will be moved to that discounted rate category.

Y

Remember these are valid contacts between our organizations, so be sure to enter accurate
information. Inaccurate information can lead to invalid COI coverage, leading to
litigations/lawsuits and/or our district incurring fees for your use.

@ Now that you know all the facts lets enter a reservation @

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly
Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

Log into your account, find your facility and
start building your reservation

Choose start time and end fime be
sure to include enpugh fime for sef
up and breakdown

Note: If the times you want are greyed
out you can write detailed notes in the
comment section at the end and an
elevated approver will go in and
change them for you if the times will
work for the site ©

Need to add additional facilities
with the same date & fimeslof to

[0 Click “Checkout” when the menu appears [

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly

Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

O Fill out the fo“OWing form in this form at: Event a1 Graham Elementary Schnol
See example(s) 7 :
© Event name, be descriptive. This will give the school an )

idea of how to prepare for your event example:
Graham’s “Hey Ya'll it's Fall” Festival

© Event Type: choose the type of event you plan to
host from the generated list. if your specific
reason is not listed choose Other (meeting class,
etc.)

o Be accurate with your number of attendees so the
school will know how to plan for your event

© s this a school orientated activity? Yes — Organization
type (PTA, PTSA, PTO or Booster Club)

© Isthis a government sponsored activity? No or N/A

o s this a person/private business activity? Yes

Finalizing your quote

Sirihiday Cainivel Test

Event Inzurance

ecl paymeni opfion “By Mail”
Submil

° Optianal Services & Equlpment

- Payment
Wil The school require you 1o have ‘|,7,,, -
security prasent during your event? e 70 By by chach & meney order
Wil you be wsing Ihe kile x 3 1 e
crdd thie SEEN
complete, click confinue
Gty Carmivad Test
0O Accept the Terms & Conditions
T TR N
0O Click sutmit Catezs il e g

e eyl n =4
i Fukngl 2
Terms & Condions ,}'_'?__L 08 4R 508 b1t Pay Now. $252428
HillsSarsugh Caunty Pust

| Fariieg Satepe

Heipful Links

*Note: Appropriate fees will be waived once all needed
documentation has been uploaded

Every reservation in conditional. If you feel that you are not required to pay for a service, you have been
quoted, you can request it be adjusted/removed in the comment section. The school must agree to your
request to waive fees and if it does not break HCPS policy, it can be adjusted during the final approval
process. Facilitron will not waive fees. The following fees are not typically allowed to be waived.
Consumable Custodial Supplies, Utilities, Overtime, (unless staff is donating time)

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly
Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Facility

Parent Club Officer Instructions

© Almost Done © Yeur eounse o e s

ed

o i
B Py Carmeesd fead
rr-a.

O Verify your information

O Enter any set up notes, be specific

THIL LA i ¢ Ay Wb ACE

4 Upload your insurcnce and fax-exempt

information if you have not already done so

H Click Submit if everything is correct ©

Manage your request CliCk
b ki N “COﬂﬂr‘lUE
Shopping” to
add addition

*If changes need to be made, click here > events/dates
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Uil ad T e srulfor take
exgmpt dacuments

ek on the ressnvation
e ke L wips inelior moke
Ay ERrges o 1o cancel thes
reservabon,

Leave devailed nole

rhangds ar teguest v

You are required fa upload insurance from any vendors

you're plenning 1o gse b th BCuments section
Besute 11 m With the name and type of

vendiy | knowe it they need 1o
¥ inspection =

Lecrve

"It your evenl is during school hours and you could nol selec] the fimes needed, please leave

delailed notes to change
dafes and on elevated opprover will change them lor you once the school site has ap)

proved yoor requested dotfes

the

@ Your Reservation is now on its way to the school site to be reviewed and accepted onto their Calendar @

Facilitron 24/7 helpline: 1-800-272-2962, Facilitron Webinar Registration - offered bi-weekly

Online tutorials and helpful FAQ visit: Facility Owner/Administrator Solutions : Facilitron Helpdesk




PTA/Booster Club Use of Fac

ility

Parent Clup Officer Instructions

To Add Additionq| Users to Yo

ate various

To add a user:

QO loginte Your Facilitron acen
organization's "Dashboarg"
Select "Users”
bar,

Add new user Click "Ad
requested information:
Add user form

The new user wil be nofified p
Your organization and wiil b
access the account, (If the
inbox, please have them ¢

]

Q
a
Q

NOTE: If the user already

created for them within

Fee Waivers — Ho

* PTA & Boosier Clubs
associoted with rese,
normal use and cust

are walved of paying
rvations, so the school
ocial supplies such as

*These are only examples*
Al events o

Saturday 9am-3pm event in the cafeteria © Basbicel 4 i v 1 e i e ALtaxanie) a7y Vens : :
could incur the following feas: totaling betwean $185.27 - $653.97 Auslltiien cr hpatg T IL s a
O Electrical at $22 per hour = $132 oy e } o -
O site Admin at $50 Per hour = $300 Ao o 4141 3 o
3 Ay ) Wt b gy d -
Q Custodian ot §24 perhour = $148 (Wil be soheduis for | adaitional hout part your L‘:,::.::,:":: fnign m:m o : :u:: "' 1!—*—‘_‘
2vant fime to aligw ol2anup and lock-up) Cotetera R Cortimons (elemimmidlp) 5 mo | w3 Y

Q Custodial Supplies flat rate of $53.27 '3‘“":;:_‘ § g —= X o
Your organization may be required to cover ths operationa| fees incumrad by = =
the reservation becouse A/C utilifies do nat run an weekends. The stafi required
to be on site during your event will he Paid OF or stipend since it is outside of ¥ Bttaoses! Pars tecin tinaen) - lasaiver - gorg Fesde Mg ey Eximai,
their nermal workday, However, they con choose to donafe heir fime., And ”"’ - ML A A €0 s wschag }
finally supglies for restroom supplies and clean-up, e 01 ot i) vl Ly L
Thursday 4pm-6pm eventin cafeteria
could Incur the following fess: fotaling between $0 - 820407 —— icen .
O Ssite Admin at 350 per hour = $200 s uwom - e [——m L -
8 Custodial Supplies flat rate of $53.27 Aenemmreson e o e i e —
J Electrical @ $22 per hoyr $44 m“'"“‘rm.‘.f;;'.:m”'"ﬁ::mummmmm -
Yaur arganization will not be required to Pay for custedial OT as it falis during - Auden demcr ratager (gaont what toreng pacren tociiy) $ 1 £ s
theit regulor schedyled work-day. However, if the school feals that the W beiny A58 i S
workload impacts their regulor work dufiss then Ihey will require additional
custodions to come inlo work. Additionally, site admins moy need 1o be c awmhw:ummﬂs;:;uuumndwumwnml s oo

- vy - | Cloarr 1z indoey 1 mismum par o 5Hn D -
compensated it is outside 1he normal workday, e o1 u::ﬂ:: tan N*: -L-___ﬁ

i Custedial suoglos 8327 ™ per da) § sy ] :

Monday 8am-10am event in cafeteria D::’ ksl ,‘mm * o :': N

could incur the following faas: totalin

0O Custodial Supplies flat rate of $53.27

unt and navigate o your

frem the Setup meny on the leff hand side meny
d New User' and fil in the boxes with the {—
Y email that the
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Y do not receive th
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Select "Users”

Y been added to

YOUr group and no need
cility agreements easy.

KidcToPros

@ Click "Add New User™
. i

from the Setup meny
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e email in their
m mailbox folder).

ount, the user will
role has been

W to understand
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ese fees ltself, These costs include
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*Pricing subject to change,
Current pricing can be found in Facilitran

perational costs
s when not in
during your avent,
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