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
v' General meetings
v" 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-school 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 (813) 272-4998. Please have your reservation number for reference.

What your organization is responsible for:

[0 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: B C Graham Elementary PTA)
[1 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
0 PTA/PTSA organizations must be in active status with the FL PTA

You will need to upload the following documents:

[J 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.

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.
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PTA/Booster Club Use of Facllity

Parent Club Officer Instructions

Creating PTA/PTSA or Booster Club Account

0 Creating your account: & facilitron e DelegTeiie Dewme Sppel Lk g
s X

o  Go Facilitron.com and select “sign up”

Create Account

Select Cirganization Tye

[J  You will need your EIN number to register as a “Non-profit”. If you do not
have this information, please select “commercial” and you will be p—
el by cision s s s,
manually moved during the approval process See examples below: PR —

Hon-profit — My argari

Organization Types:

s registerest nan-proit [N veguired) or receives @ special e,

Maw Partnar — | hav Facilities | would ke ta st

Create Account

Create Account
Non-Profit tax exempt)

Your erganization's offcial/registered name 905000090

Crsatismbiame e Important Notes:

Use your organization’s officially registered name

[ e This name must match your COI & Tax-exempt certificate
‘ Example: B C Graham Elementary PTA

Address: should be your school site’s address

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

ke "

By dlicking “Create Account” | agre to FaciroN's Terms and Conditions and Privacy Rolicy.

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 @
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PTA/Booster Club Use of Facllity

Parent Club Officer Instructions

Creating your Blanket UoF Use of Facility:

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

& facilitron sar

jacqueline. ags@ncps.net =

Dash@dard

1t Dashboard Payments

Upcoming Events
No events found
B calendar

0 See Example: © ™=

field, or other venue

‘What kind of space do you need?

[J Enter your school’s name in the box labeled “what kind of space do
your need?” and select the name from the populated names. >

Soloct a facilty, activiy o school

Whare do you necd it?

Entor a ity

[J Once you have selected your school site you will be directed to
their individual school site as seen below:

Search for a classroom, athletic

We bring communities and
spaces together.

Facilitron helps community members search and
request public event spaces in their local area.

GRAHAM ELEMENTARY SCHOOL

Community Spaces for All Your Activities

Select Your Date Below

[] 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 COl's start date.
See examples below:

e i Finalize Date & Time Selection

Select Start Time

X
< November 2022 @ >
; SurTime EndTine
Cafeteria <€ Thursday Nov 10, 2022 > -
s M e wd Tu o m sm §
at Graham Elementary School e E— SU0EM SO0 EW
2 2 ) 20
2915 Massachusens Ave Tampa FL 33602 T Thursday November 10, 2022
4:30PM B30 PM
‘About This Listing L s . @ SelectMyDates () Repeat Weekly
The Cafeteria o equipped vith tables, chairs, and a stage. Th perfect for large meetings, perfomances, S00PM | S00PM
classes, seminars, and meny more activities. The kitchen/servi an aigo be added at an extra cost. . T Novamber 2022
30 PM
. s Mo W we T F s
Possibie Uses: Comnan Cless WoRShOR XSS IS PSS OUr(TECSng cssew) Chesdesdng Daes = == [ESEESRS R — [ ——
Capacity: 100 n » - i =T 8 0 BM
230PM | 630PM | 10:30 PM B -
Amenities. comfort . A = B ———
SO0PM | TODPM 1w 15 1 w18 1w
e SE0PM | TS0PM 2 2 oz 2
i u n = 3 w2 2
»: bt me slot vailable View 2z 28 2 30
o Open avaiabily thiough 06/30/2024 O e elcgnt mimlahle Manth View
“ecbndlogy + e ek
oo i oreen .

*You do not need to add any additional facilities to your Blanket UoF Agreement =

Click “Checkout” when the menu appears

Fill out the following form in this format: see example(s)

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 N/A

o Is this a person/private business activity? Yes

m Elementary School
a v

B e
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PTA/Booster Club Use of Facllity

Parent Club Officer Instructions

B C Graham Elem PTA Blanket Use of Facility

Catotoia

Do not add any optional services to your Blanket UoF

Event Insurance

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

[1 Agree to the terms & conditions and submit r

Ta pay by check ormeney ordar:

Terms & Conaitions X

Hilborough Eaunty S Schoots (HGPS) |

Agreement for the Use of Distict Faciities Infoemation

Your request has been submitted
You will receive a confirmation email. £ Print this page for your records
Request No. FGEZZAHEWMWA
B C Granam Elem PTA Blanket Use of Facility
Attendance: 50
Granam Elementary School
Personal Use (Jackie Thoms)

Cofeteria
11/10/2022 2:00 PM - 3:00 PM

Reservation Summary

Enter instruction and comments here. Custedial Staif 000

Enter any comments here 2> s
y 4 Custodial Supplies $0.00

Such as ree waiver requests Cafeteria $482.24

Sales Tax: $5117

U | oa d our CO I h ere 9 This reservation requires event liability insurance Totat: 3341
pload y e
Cortficate of msurance -

Select a file to upload (BDF, PNG, JEPG, JPG, etc.)

Choose File | No file chosen m
This is the best estimate based on the provided information.

Important! This requast has to be approved by Graham
Elementary School and all payment and insurance
requirements must be satistied before you are authorized to
use the facilities.

Your request is now awaiting approval

o t I I notification with final Helpful Links
nce your request is approved, you will receive an email notification with finalized pricing.
vour el Pproves. v rens When will my reservation be approved?
Please note that it may take several business days 1o feview and raspond o this raquest : )
How do | send in my insurance certificate?

How can | pay for my reservation?
What if I need to make changes to my reservation?
View more

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)

Jocauetne thomaghcps et =
foen e Documents
P

B canaar Hame Gocument Tyon Expistion Dote UplosdeaOn  Document Apskes To
Ha date svailable in obie

@ 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
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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.

> You are the only organization(s) that we allow to bring outside vendors onto our campuses.
However, you must provide us with their COl 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) 272-4998 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.

> 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 @)
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PTA/Booster Club Use of Facllity

Parent Club Officer Instructions

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

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 @

Choose start iime and end time be
sure fo include enough time for set
up and breakdown

Add More Facilties

Aad aodrhonsl fecines 1o the Some Gmes ond time

Need to add additional facilities

Fied -Baaeta Fiaie - Foctn

with the same date & timeslot to —
your cart?
Add More Facilities i _
e
Need mare: faciithes for the same dates: and tim: you'we just added? A St i
3
i Mo

[] Click “Checkout” when the menu appears
U
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PTA/Booster Club Use of Facllity

Parent Club Officer Instructions

[0 Fill out the following form in this format:

See example(s)

o 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

o 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

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 N/A

o s this a person/private business activity? Yes

Finalizing your quote

Birthday Carnival Test
P

Patingiat
Pring Garage

Event Insurance

Event at Graham Elementary School

snian Backing Evor

Humber ot Atencess

aentes {PTA/PTSA/Ecaster Cluisl Activity? If ves, pleass describs which crganization. Cihenvize, pisass sater

security present during
= Wil you be using the kitchen?
If s0, you can quickly add these services here.
Once complete, click continue.

chesl
3 Mail to: Facilitron

= PO Box 1935, Loa Gatos, CA 950311935

Birthday Carnival Test

Attendance: 400
Blake High School Cu

Cafeteris

O Accept the Terms & Condifions
O Click submit

‘Agreement for the Use of District Facilities Information
Policy 7510 Reference

Requested By: Jackie's Renter Test Account (Jackie Keith)

08/20/2022 B:00 AM - £00 PM

200,00
i

Tampa PO
Custodi

2
5252429

Py Lot
Terms & Conditions S o0l el $2,524.29
My g tiem @ fli L
Hillsborough County Public Schools (HCPS) | Parking Gersge
08/20/2022 £:00 AM - 200 PM

*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.
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PTA/Booster Club Use of Facllity

Parent Club Officer Instructions

@ AI m OS‘t D 0 n e © Your request has been submitted
Vou sl receive & confirnation emad. & Print this page for your recards

Request No, NSCIKOXBNTE
Birthday Carnival Test

ttendance: 400

Blake High School

Requestas By: Jackie's Aerter Test ACCourt (Jackie Kaith)

o $192.00
O Verify your information - e o
Touak: 51.‘52‘1'
carnival wil take place fram 9 - 2 pen]
 Enter any set up notes, be specific T ——p————— —
) N ———
O Upload your insurance and tax-exempt - .
Select a file to wpload (PDF, PNG, JEPG, JPG, stc.) authorized to use the faciities
. . . - Na file chosen m
information if you have not already done so fopree
O Click Submit if everything is correct © Your request is now awaiting approval v

Piease note that it may take several business days ta review and respond to this request.

Manage your request

“You can view and manage your request from the Request Managemant Fage on your dashbosrd, where you 1] -
s Confinue

+ View request details and pricing
+ Share event casndars. (afrar anprova)
* Submit adcitional instructions and requests

Shopping” to
i add addition

= Retrieve permit [after approval

*If changes need to be made, click here = events/dates

i
1

® [+]

Click on the reservation Leave detailed notes of any
number to view and/or make changes or request you have
any changes or to cancel the

reservation.

¥ Reservation Detail Page J

Upload insurance and/or tax-
exempt documents

Upload your insurance here = |

Upload your tax exempt documentation here = m

Attach Document

You are required to upload insurance from any vendors
you're planning to use in the documents section

Be sure to label them with the name and type of
vendor so the school site will know if they need to
schedule a safety inspection =

- ]
= g

Leave your detailed notes here —
=2

*If your event is during school hours and you could not select the fimes needed, please leave detailed notes to change the

dates and an elevated approver will change them for you once the school site has approved your requested dates

@ 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
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PTA/Booster Club Use of Facility

Parent Club Officer Instructions

To Add Additional Users 1o Your Account

+ As officers change with your organization, simply add users to existing account so your activities stay within your group and no need
to track down initial documentation making reserving future events and completing your annual Use of Facllity agreements easy.

« Have multiple accounts to coordinate warious events within your organization

+ To have back-up personnel

To add a user:

]
]
a
]
]

Log in to your Facilitron account and navigate to your
organization's "Dashboard"

Select "Users” from the Setup menu on the left hand side menu
bar.

Add new user Click "Add New User' and fill in the boxes with the
requested information:

Add user form

The new user will be notfified by email that they been added fo
your organization and will be prompted to create a password o
access the account. (If they do not receive the email in their
inbox, please have them check their junk/spam mailbox folder).

NOTE: If the user already has an individual account, the user will
receive an email that informs them that a new role has been
created far them within your arganization.

[ focilitror _ WadaTopros
trent abenghmac com Users
R Doshbows i
Click "Add New User"
£8 catnan
P e e x
$ Pamens Mckprzi Dorato. ————— Actve x
— NoqguenHarker s = e x
%

Pocja Sha - ctve

S senp

prossa
@ Select "Users" from the Setup menu

{4 Rossrvasons

= Omar Accours

& Sgnou

https://support.facilitron.com/support/solutions/articles/33000231109-adding-additional-users-to-your-crganization

Fee Waivers — How to understand

+ 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 include personnel OT, utilities when not in
normal use and custodial supplies such as hand soap, tollet paper, paper towels and other cleaning supplies used during your event,

*These are only examples™

All events are evaluated on a caose-by-case basis:

Saturday 9am-3pm event in the cafeteria

could incur the following fees: totaling between $185.27 - $653.27

O Electrical at $22 per hour = $132

O Site Admin at $50 per hour = $300

O Custodian af $24 fer hour = $| 68 (will be schedule for 1 addifional hour past your
event fime to allow clean-up and lock-ug)

0O Custodial Supplies flat rate of $53.27

Your organization may be required to cover the operational fees incurred by

the reservation because A/C utilities do not run on weekends. The staff required

to be on site during your event will be paid OT or stipend since it is cutside of

their normal werkday. However, they can choose to donate their time. And

finally supplies for restroom supplies and clean-up.

Thursday 4pm-6pm event in cafeteria

could incur the following fees: fotaling between $0 - $353.27

O Site Admin at $50 per hour = $300

O Custodial Supplies flat rate of $53.27

Yeour organization will not be required to pay for custodial OT or utilities as it falls
under normal fimes that utiliies and custodians work, However, it is outside the
normal workday of site admins and they may need to be compensated

Meonday 8am—10am event in cafeteria
could incur the following fees: fotaling between $0 - $53.27
O Custodial Supplies flat rate of $53.27

*Pricing subject to change.

Current pricing can be found in Facilitron

Caletaria and commans (elomiiniddie)
FootallTrack
SoftbalBiazetall

200
4300
3200

D, Electrical - 4 hous minigyn (2 hour sinimum for PTA (laxakls) - 8971 Faaltir
Auditerim or Thaako § M
Geymesiomm with ol conditlaning $ 4300
Classroom ulilies fos 040 $ 700
Mult-purposs room 41400 5 200
Teathing ASSBIIUM (ApuicisLovy & Lewey ) 5 2200
Calstaria and commans (igh schosl) § 2800

]

3

L ]

€. Barsonnel Fees finclydes fringes) - (taxable) - 8070
dPoescnng) paud ot thoi DOrmaLEale: OXETIMG rato Mller 4] fours workeol;
Suparviser (NOT pald cverfime)

Cusiodan 5
ulli-irades worker 5
Audtorumigymnasium lechnical stafl - teacher 5
Auddorumigymnashum (schnical siad - student 3
Provailing Flonda minfmum wage.

Nate: pay student direclly from infernal accounts and suamit 1099 in Lawson.
Shdent gt {requirad faciity) $
District Securiy $

24.00
3600
aroo

856

2400
EIE ]

C. Indoarfoutdoor courts and fields clean up and custodial supplies Fes
Clean-up indoor $54.21 minimum per day § S
Clean-up ouldoor $96.13 minimumn per day § 9813
Gustodial supplies $53.27 minimum per day § 5327
Deap cheaning Indoor $100 par day § 10000

o, Houry

sy

oy

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

