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FACILITIES USE FOR NON-SCHOOL PURPOSES 
Procedures 

The purpose of this document is to outline the procedures to be used for entities wishing to use CCISD facilities 
for non-school purposes. All procedures are in accordance with the district policies concerning the use of 
facilities for non-school purposes. [GKD(LOCAL)] [FNAB(LOCAL)] 

1. The organization must submit a completed and signed application (Application for Facility Use for Non-
school Purposes) to the superintendent’s office at least 30 days prior to the event date. 

2. The superintendent’s designee will check with the appropriate campus personnel to determine if the 
facility is available. 

3. The superintendent’s designee will notify the organization that there is availability at the facility 
requested. (For CCISD-City Agreement use, skip to the procedure at end of this document.) 

4. The superintendent’s designee will provide the organization with the following forms. The organization 
will also be directed to the fee schedule, procedures, GKD(LOCAL) and FNAB(LOCAL). 

a. Application for Facility Use for Non-school Purposes 
b. Lea Ledger Auditorium and Black Box Classrooms: Application for Facility Use for Non-school 

Purposes, Lea Ledger Auditorium Request Form, and Lea Ledger Auditorium Guidelines 
c. Facilities Usage Guide 
d. Facility Usage Fees 
e. Policy GKD(LOCAL) & Policy FNAB(LOCAL) 

5. The event date will be tentatively held for the organization, but will not be officially assigned until all 
appropriate application documents and fees (if necessary) are received. If the requirements are not 
met by 30 days prior to event date, the organization will be notified that the event has been cancelled. 
If an event is cancelled within 30 days of the event date, the renting organization will be reimbursed 
for fees paid, minus the $100.00 non-refundable rental fee. 

The procedures continue in the following manner, based on the specific organization/purpose: 

UIL Contest Use 
1. After the Application for Facility Use for Non-school Purposes is received by the superintendent’s 

designee at the administration office, it will be forwarded to the athletic facilities coordinator. 
2. The athletic facilities coordinator will contact the appropriate campus athletics personnel to check on 

the availability of the facility. 
3. The athletic facilities coordinator will check with the campus principal or designee for scheduling 

conflicts. 
4. Once the scheduling of the facility is approved, the event is added to the master calendar (athletics). 
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5. The athletic facilities coordinator will contact the appropriate staff to hire game workers, custodians, 
security, etc. 

6. When the event is complete, the facility is inspected. 
7. The athletic facilities coordinator will see that a game report is completed (ticket sales & expenses) 

and an invoice will be sent to the district that used the facility. 
8. The athletic facilities coordinator will send a report to the Business Office. 

Athletic Facilities – Non-UIL Contest Use 
1. The Application for Facility Use for Non-school Purposes form is received & reviewed by the 

superintendent’s designee and a fee schedule is applied. 
2. The superintendent’s designee will forward the application to the appropriate athletic facilities 

coordinator for approval. 
3. After all approvals, the superintendent’s designee will send an invoice to the organization. The invoice 

will show detailed charges, the amount of deposit required (no fewer than 30 days before event date), 
and the total amount due. 

4. When the rental deposit and liability insurance are received, the facility becomes officially reserved. 
The rental deposit, copies of the application form(s), and a copy of the liability insurance are sent to 
the Business Office. A payment is logged into the record. 

5. The superintendent’s designee will track the event on a master calendar. 
6. The event will also be placed on the master calendar (athletics) and appropriate staff (according to the 

application form) will be scheduled. If personnel are not available, the event must be rescheduled. 
7. 30 days prior to the event date, the superintendent’s designee will prepare a final invoice and send it 

to the renting organization. The invoice will specify that the final payment is due at least seven days 
prior to the date of the event. 

8. When final payment is received, the payment and a copy of the application form are sent to the 
Business Office. A payment is logged into the record.  

9. If the event is cancelled within 30 days of the scheduled event date, all but the $100.00 reservation fee 
will be refunded. 

10. When the event is complete, the facility is inspected by the appropriate athletics personnel. If no 
damage is reported, the damage/breakage deposit will be refunded to the renting organization. 

11. The athletic facilities coordinator will send an inspection report and personnel pay sheets to the 
superintendent’s designee. 

12. Pay sheets (if required) will be forwarded to the Payroll Office. 
13. If additional rental time or personnel are noted, an additional invoice will be sent to the renting 

organization. The final rental fee (if applicable) is received and forwarded to the Business Office. A 
payment is logged into the record. 

14. Copies of all documents relating to the rental are kept in a file for the individual event and will be kept 
for a period of two years or as long as administratively valuable. 

Non-Athletic Facilities - General 
1. The Application for Facility Use for Non-school Purposes form is received & reviewed by the 

superintendent’s designee and a fee schedule is applied. 
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2. The superintendent’s designee will forward the application to the appropriate campus coordinator for 
approval (e.g., principal, assistant principal). 

3. After all approvals, the superintendent’s designee will send an invoice to the organization. The invoice 
will show detailed charges, the amount of deposit required (no fewer than 30 days before event date), 
and the total amount due. 

4. When the rental deposit and liability insurance are received, the facility becomes officially reserved. 
The rental deposit, copies of the application form, and a copy of the liability insurance are sent to the 
Business Office. 

5. The superintendent’s designee will track the event on a master calendar. 
6. The event will also be placed on the master calendar (campus) and appropriate staff (according to the 

application form) will be scheduled by the campus designee. If personnel are not available, the event 
must be rescheduled. 

7. 30 days prior to the event date, the superintendent’s designee will prepare a final invoice and send it 
to the renting organization. The invoice will specify that the final payment is due at least seven days 
prior to the date of the event. 

8. When final payment is received, the payment and a copy of the application form are sent to the 
Business Office. A payment is logged into the record.  

9. If the event is cancelled within 30 days of the scheduled event date, all but the $100.00 reservation fee 
will be refunded. 

10. When the event is complete, the campus designee will send an inspection report and personnel pay 
sheets (if appropriate) to the superintendent’s designee. 

11. Pay sheets (if applicable) will be copied and forwarded to the Payroll Office. 
12. If additional rental time or personnel are noted, an additional invoice will be sent to the renting 

organization. The final rental fee (if applicable) is received and forwarded to the Business Office. A 
payment is logged into the record. 

13. Copies of all documents relating to the rental are kept in a file for the individual event and will be kept 
for a period of two years or as long as administratively relevant. 

Lea Ledger Auditorium & Classrooms 
1. The Application for Facility Use for Non-school Purposes form and Lea Ledger Auditorium Request 

form are received & reviewed by the superintendent’s designee and a fee schedule is applied. 
2. The superintendent’s designee will forward the application and request form to the Auditorium 

Coordinator for approval. 
3. The Auditorium Coordinator will return the approved/disapproved application and request to the 

superintendent’s designee. 
4. The superintendent’s designee will send an invoice to the organization. The invoice will show detailed 

charges, the amount of deposit required (no fewer than 30 days before event date), and the total 
amount due. 

5. The superintendent’s designee will track the event on a master calendar. 
6. The event will also be placed on the master calendar (Lea Ledger Auditorium) and appropriate staff 

(according to the application form) will be scheduled by the Auditorium Coordinator. If personnel are 
not available, the event must be rescheduled. 

7. The rental deposit, copies of the application form, request form, and liability insurance are sent to the 
Business Office. A payment is logged in the record. 
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8. 30 days prior to the event date, the superintendent’s designee will prepare a final invoice and send it 
to the renting organization. The invoice will specify that the final payment is due at least seven days 
prior to the date of the event. 

9. When final payment is received, the payment and copies of the application form(s) are sent to the 
Business Office. A payment is logged into the record.  

10. If the event is cancelled within 30 days of the scheduled event date, all but the $100.00 reservation fee 
will be refunded. 

11. When the event is complete, the facility is inspected by the auditorium coordinator and renting 
designee. If no damage is reported, the damage/breakage deposit will be refunded. 

12. The auditorium coordinator will send an inspection report and personnel pay sheets (if appropriate) to 
the superintendent’s designee. 

13. Pay sheets (if applicable) will be forwarded to the Payroll Office. 
14. If additional rental time or personnel are noted, an additional invoice will be sent to the renting 

organization. The final rental fee (if applicable) is received and forwarded to the Business Office. A 
payment is logged into the record. 

15. Copies of all documents relating to the rental are kept in a file for the individual event and will be kept 
for a period of two years or as long as administratively relevant. 

Use by Entities under a Board-Approved MOU/Board Approval 
1. Upon Board approval, an organization wishing to use a CCISD facility must complete the Application for 

Facility Use for Non-school Purposes and send it to the superintendent’s designee. 
2. The superintendent’s designee will contact the campus or the facility manager (ex. Athletic Director’s 

designee) to determine availability of the area requested. 
3. Upon determining that the facility is available, the superintendent’s designee will forward the request 

form to the campus designee or facility manager for approval signature. 
4. The superintendent’s designee will track the event on a master calendar. 
5. The campus designee or facility manager will be responsible for coordinating the details of the activity 

with the organization. 
6. The campus designee or facility manager will arrange for keys to be signed out and returned daily, 

unless other arrangements are made in advance. A key log will be maintained by all district facility 
managers and will be maintained indefinitely. 

7. When the event is complete, the facility is inspected by the campus designee or facility manager. 
8. The campus designee or facility manager will report any problems to the superintendent’s designee. 

 

The Copperas Cove Independent School District does not discriminate on the basis of race, color, religion, 
gender, national origin, disability, or any other basis prohibited by law in its programs, activities, or 
employment practices.   For inquiries regarding the non-discrimination policies, contact:  Director of Human 
Resources or Director of Student Services at (254) 547-1227, 703 W. Ave D, Copperas Cove, TX 76522. 

 


	FACILITIES USE FOR NON-SCHOOL PURPOSES
	Procedures
	UIL Contest Use
	Athletic Facilities – Non-UIL Contest Use
	Non-Athletic Facilities - General
	Lea Ledger Auditorium & Classrooms
	Use by Entities under a Board-Approved MOU/Board Approval





