
 

 
Public Use of Buildings and Grounds Procedure 
Procedure: 3007-B 

 
Section: 3000 District Organization 

 
 

 
I. Rental of Buildings and Grounds 

 
A. All after-hour use of any district building, except South Summit High 

School and South Summit Middle School must be scheduled through the 
District Facilities Scheduler using the District approved software. South 
Summit High School and South Summit Middle School schedule requests 
are scheduled through the High School and Middle School using the 
District approved software. Schools are given first priority when a 
schedule request is submitted. All other requests will be scheduled on a 
time and space available basis. 

 
B. Use of public school buildings and grounds as civic centers. 

 
1. As used in this section, “civic center” means a public school 

building or ground that is established and maintained as a limited 
public forum to district residents for supervised recreational 
activities and meetings. 

 
2. Except as provided in Subsection (3), all public school buildings 

and grounds shall be civic centers. 
 

3. Use of school property for civic center purposes may not interfere 
with a school function or purpose. 

 
4. Local school boards’ responsibility for school buildings and grounds 

when used as civic centers. 
 

a. As used in this section, “civic center” has the same meaning 
as provided in Utah Code. 

 
b. A local school board: 



 

 
i. Shall manage, direct, and control civic centers under 

this chapter; 
 

ii. Shall adopt policies for the use of civic centers; 
 

iii. May charge a reasonable fee for the use of school 
facilities as a civic center so that the district incurs no 
expense for that use; 

 
iv. May appoint a special functions officer under Utah 

Code to have charge of the grounds and protect 
school property when used for civic center purposes; 

 
v. Shall allow the use of a civic center, for other than 

school purposes, unless it determines that the use 
interferes with a school function or purpose; and 

 
vi. Shall ensure that school administrators are trained 

about and properly implement the provisions of this 
section and Utah Code. 

 
5. Prices should be set at a rate to cover all costs including 

administration, supervision/technician, custodian(s), supplies, and 
utilities. 

 
a. Boy Scouts of America Equal Access Act (part of No Child 

Left Behind Act of 2001) states that no public school, LEA or 
SEA that provides an opportunity for one or more outside 
youth or community groups to meet on school premises or in 
school facilities shall deny equal access or a fair opportunity 
to meet, or discriminate against, any group officially affiliated 
with the Boy Scouts of America, or any other youth group 
listed in Title 36 of the United States Code as a patriotic 
society, that wishes to meet at the school. 

 
1. CATEGORY 1: SCHOOL, OR DISTRICT 

EDUCATIONAL, USE: School and school related 
organizations such as PTO, school clubs, and 
UHSAA athletic teams, shall not be charged rental 
fees for district-sponsored activities. Priority use for 
Category 1 shall be as follows: 



 

 
a. School and school related educational use 

(including school sponsored 
educational clubs). 

 
b. In season UHSAA Athletic Teams 

 
c. South Summit Aquatic and Fitness Center 

sponsored student activities 
 

d. Next season UHSAA Athletic Teams 
 

e. South Summit Aquatic and Fitness Center 
sponsored adult activities 

 
f. All other requests will follow the scheduling 

priorities listed below 
 

2. CATEGORY 2: MUNICIPALITIES OR OTHER TAX-
SUPPORTED AGENCIES 

 
1. Facilities may be rented for meetings, public 

open houses, meet the candidate nights, 
productions, etc. This includes registered 
political parties and officials. Category 2 is 
required to obtain the insurance liability policy 
(see section VI Rental Agreements Item D). 

 
3. CATEGORY 3: CHARITABLE OR NON-

PROFIT/COMMERCIAL ORGANIZATIONS 
 

1. This refers to any organization whose purpose 
is not to profit an individual or an organization 
(this would include developmental teams). 
Those wishing to rent the facilities under this 
category must provide evidence of their non-
profit status. Charitable or Non-
Profit/Commercial Organizations, 
developmental teams/squads, or competitive 
athletic teams, are required to obtain the 
insurance liability policy (see section VI Rental 
Agreements Item D). 



 

 
4. CATEGORY 4: EMPLOYEE PERSONAL USE AND 

CLASS REUNIONS 
 

1. Employee Personal Use: There is no rental 
charge for employees to rent a space for 
person use (family gatherings, etcetc.). 
Employees are required to obtain the 
insurance liability policy (see section VI Rental 
Agreements Item D). 

 
2. Class Reunions: There is no rental charge for 

SSSD Class Reunions to rent a space. Class 
Reunions are required to obtain the insurance 
liability policy (see section VI Rental 
Agreements Item D). 

 
 

5. CATEGORY 5: GENERAL COMMUNITY USE, 
COMMERCIAL ORGANIZATIONS, FOR PROFIT 
EVENTS 

 
1. This refers to any individual, business or 

organization whose purpose is to profit from its 
activities (this includes developmental teams). 

 
2. General Community Use, Commercial 

Organizations, and For-Profit Events are 
required to obtain the insurance liability policy 
(see section VI Rental Agreements Item D). 

 
6. As a guide to scheduling - priorities are as follows: 

 
1. Category 1 

 
2. Category 2 

 
3. Category 3 

 
4. Category 4 

 
5. Category 5 



 

 
II. Cancellations and/or No-Shows 

 
A. All scheduled rentals will be automatically cancelled on days when school 

has been unexpectedly cancelled or closed for any reason. 
 

B. The superintendent will reserve the right to cancel any scheduled rentals 
without liability to the board. 

 
C. A rental may be cancelled if the facility is required for school use. 

 
D. A rental may also be cancelled due to emergency conditions as 

determined by the superintendent at his/her sole discretion. 
 

E. Use of athletic / grass fields will be cancelled when: 
 

1. The grass and / or sod is in poor playing condition as determined 
by the Facilities Director; 

 
2. Damage is likely to occur if the use were allowed 

 
F. Cancellation and No Shows will be subject to the following: 

 
 

Cancellation with more than one week’s notice Full Refund 
Cancellation with more than 72 hrshrs. notice but less 
than one week 

50% Refund 

Cancellation with less than 72 hrshrs. notice No Refund 
No Shows No Refund 

 
III. Public Use of School Kitchens 

A. School and community organizations may receive approval to use South 
Summit School District’s kitchens and food preparation equipment. 
However, there are numerous state and federal regulations under which 
our district School Food Service Program must operate. Generally, these 
regulations are helpful in ensuring quality, cleanliness, fairness, efficiency, 
and accountability in our program. 

B. The following are Kitchen Use Policy: 

1. Requests for kitchen use must be scheduled through the district 
facility scheduler using the district approved software and approved 



 

 
by the Food Services Director prior to use. The presence of a 
member of the Food Services staff may be required for use of 
school kitchens. 

 
2. Foods that are designated for federal programs (National School 

Breakfast and Lunch Programs) are not allowed to be stored with 
food for regular consumption and federal program foods will have 
priority storage at all timesalways have priority storage. Since 
refrigerator and freezer space is limited, other arrangements must 
be made to properly store any foods served for special functions. 

 
3. Use of the kitchen or equipment for special functions must not take 

place during school hours. Space is limited and priority is given to 
the school’s breakfast/lunch preparation and service needs. 

 
4. Leftover food must be removed at the conclusion of the event and 

will not be allowed to carry-over into the next school day. However, 
the Food and Nutrition Services Director, or delegate may approve 
carry-overs during non-school days. 

 
5. Equipment must be cleaned and returned to the original location 

immediately after use; facilities must be left as they were 
found. Instructions for cleaning will be available in each kitchen. 

 
6. Food purchased for special functions from South Summit Schools’ 

vendors must be ordered on a separate invoice and charged to the 
appropriate department. 

 
7. Cafeteria equipment and cooking tools are not to be moved or 

removed from the cafeteria for ANY reason. If equipment/tools are 
missing after a special function, the responsible parties may be 
charged for replacing items. 

 
IV. General Rules & Regulations 

 
A. The school building and grounds are primarily for the use of the school 

program and related activities. 
 

1. No outside use of grounds will be allowed during school hours. 
 

2. The building and grounds are under the direction of the school's 
principal. 



 

 
3. School buildings cannot be used unless a District representative is 

in attendance. Such a The representative has authority to protect 
the building and equipment from improper use. 

 
4. School buildings shall not be used for purposes considered 

competitive with private-industry or commercial purposes, except 
when used by non-profit organizations for community projects. 

 
5. School buildings shall not be used for purposes that interfere with 

school activities. 
 

6. The use of intoxicants or illegal drugs is prohibited at any time on 
school property. 

 
7. The use of tobacco, tobacco products, nicotine pouches, or vaping 

on school property is prohibited at any time. 
 

8. The grounds should not be used immediately after heavy rains or 
other times when the activity could damage the grounds. The 
school district supervisor of building and grounds will determine 
when damage could be sustained. 

 
9. There is no driving of any non-maintenance vehicle on any 

sidewalks, grass, or turf fields. 
 

10. Sunflower seeds, food, and chewing gum, are prohibited on any 
grass or turf fields. 

 
11. Driving stakes into grass or turf fields is prohibited 

 
12. All visitors to the school shall report to the office for permission to 

visit the school. 
 

13. No alteration, addition, or major repair shall be made to the building 
or equipment unless the superintendent has approved a requisition 
covering the same. 

 
14. In case of emergencies, the Red Cross or other welfare agencies 

may use the building with permission of the superintendent. 
 

V. Standards of Conduct for Non-District Groups Using District Facilities 



 

 
A. South Summit School District reserves the right to determine availability 

and retains the right to refuse or terminate facility usage if use is disruptive 
to school operations, counter to District policies, damaging to District 
property, discriminatory under federal or state laws, demeaning or 
degrading to District employees or other persons, or otherwise 
inappropriate for District facility use. 

 
1. The following restrictions apply to use of the facilities. 

 
a. Utah State Law prohibits possession or consumption of 

alcoholic beverages on school property. 
 

b. Illegal drugs, tobacco, tobacco products, nicotine pouches, 
and alcohol are not allowed on school property regardless of 
activity or sponsoring entity. 

 
c. Except as outlined in Policy 4070 Voluntary Firearms Safety 

Training or an individual holds a valid “Utah Concealed 
Firearms Permit” firearms and weapons are not allowed. 

 
d. All groups or agencies whether public or private must comply 

with all applicable Americans with Disability Act rules and 
regulations. 

 
e. All groups are expected to provide appropriate supervision 

by a responsible adult (age 21 and over) and to remain in 
the area of the building designated for their use. All groups 
are expected to pick up any trash from their activity and 
clean any areas (grounds or buildings) they may have used. 

 
f. The use of school property for a civic center purpose may 

not interfere with a school function or purpose and is 
considered a permit for governmental immunity purposes for 
a governmental entity under Utah Code. 

 
g. Grounds must be left in clean and good condition after use. 

Vandalism and/or the abuse of school property are 
prohibited. The lessee and/or renting organization or party 
will be held responsible for the cost of damage incurred. 

 
h. The use of areas not covered by the rental agreement is also 

prohibited. The lessee and/or renting organization or party 
will be held responsible for cost of damages incurred in 



 

 
these areas. In addition, the lessee will be charged the rental 
fee for areas that were used but not listed in the contract. 

 
i. When buildings are occupied all fire and safety ordinances 

must be observed. All trash must be picked up at the 
conclusion of use. This includes trash on outside grassy 
areas and ball fields. 

 
j. No person shall be permitted in the building after the 

supervisor or technician leaves at the conclusion of the 
activity. In no case can the locking of the building be 
delegated to non-school personnel. 

 
k. If no employee is available to open the building or supervise 

an event (if necessary) then the event will not be approved. 
 

l. The applicant agrees to provide traffic control, protection 
again pilfering, etc. as needed. The Board shall not be 
responsible for policing the grounds or regulating traffic. 

 
m. No outside properties or equipment shall be brought into the 

building without prior approval of the principal or supervisor. 
When permission is granted, such property or equipment 
shall be removed immediately following its use and the 
Board, or its agents, shall not be responsible for damage or 
loss incurred to such property or equipment. 

 
n. No signs, posters, properties, etc., can be attached to the 

building by any materials, such as pins, tacks, tape, etc., 
except upon approval in advance by the principal or 
supervisor. Independent supports must be provided. 

 
o. Activities for minors shall be concluded by 10:00 p.m. on 

weekdays and 11:00 p.m. on weekends except when a later 
hour is approved by the Superintendent. The conduct of 
those attending such activities shall be of such standard as 
benefits a proper use of an educational unit. Foul language, 
rowdiness, etc., shall not be permitted. 

 
p. Facility Rental requests must be made at least 10 days in 

advance and may not be made more than 90 days prior to 
an event. 



 

 
q. Buildings are not to be used for any purpose on Sunday 

except by the express permission of the Superintendent. 
 

VI. Rental Agreements 
 

A. The District Facility Scheduler will provide final approval of all facility 
schedule requests and facility rental agreements that fall after 4:00 p.m. 
on weekdays or on non-school days and weekends (except South Summit 
High School and South Summit Middle School). 

 
B. Principals, athletic directors, and coaches are not authorized to approve 

grounds use for any group other than school programs. They must 
schedule the group within the district approved scheduling software 
program. 

 
C. A deposit of 20% of the total rental cost shall be paid prior to the day of 

the rental with the remainder of the fee paid within 5 business days 
following the event. 

 
D. Each lessee (categories 3, 4, and 5) must provide proof of $2,000,000 

liability insurance ($1,000,000 per occurrence / $2,000,000 aggregate) at 
least five business days before the activity/event or the activity/event will 
be canceled. 

 
E. The rental time shall be computed from the time the lessee requested the 

opening of the doors until the doors are locked at the close of the activity. 
 

F. Any time over the estimated closing time shall be charged on a half-hour 
basis. No refunds will be given. 

 
G. There is not a rate differentiation between practice, rehearsals and 

performances in the rental of facilities. 
 

H.  By submitting a facility rental request through the district online scheduler, 
the responsible party thereby accepts full responsibility and liability for and 
in on behalf of the renting organization, its officers and members for all 
accidents, damage, injuries, etc., to persons, building, grounds and 
equipment associated or connected with the activity, event or function of 
the renting organization. 

 
I. The superintendent may adjust rental fees for individual activities in 

situations where special circumstances exist. 



 

 
VII. Procedure for Scheduling of Buildings 

 
A. Principals and their designee shall be given rights to the online facility 

scheduling management system to: 
 

1. Schedule school events 
 

2. Schedule school events on non-school days and weekends; 
 

3. Schedule employee event requests; and 
 

4. Approve all scheduled school level activities for their building. 
 

5. All after hour requests approved by the principal or their designee 
shall be forwarded to the district facility scheduler for final approval, 
with the exception of South Summit High School and South Summit 
Middle School. 

 
VIII. High School Athletics, Extracurricular / Curricular Activities and School 

Performances 
 

A. Coaches of athletic teams shall be given rights to the online facility 
scheduling management system to: 

 
1. Schedule practice sessions; 

 
2. Schedule home games; 

 
3. Schedule away games; and 

 
4. Complete overnight travel requests 

 
B. Advisors of extracurricular activities and performing groups shall be given 

rights to the on-line facility scheduling management system to: 
 

1. Schedule practice sessions; 
 

2. Schedule competitions; 
 

3. Schedule performances; and 
 

4. Complete overnight travel requests 



 

 
IX. ADA Compliance 

 
A. In compliance with the Americans with Disabilities Act (ADA) any 

individual groups or organizations wishing to use district facilities must 
meet all ofall the provisions of the law and provide program access to 
otherwise qualified individuals. Individuals must be provided special 
accommodations including auxiliary communicative aids and services. 
Anyone wishing to use district facilities must agree to abide by the 
provisions of the ADA. Individuals can contact the district ADA compliance 
officer for further information. 

 
Cross Reference: Policy 3007 
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