Buffalo County

Facilities
Use
Handbook

This handbook has been designed to assist you when utilizing
Buffalo County facilities for your planned events and/or activities.
The initial contact for the use of a Buffalo County Facility must be
made with the Buffalo County Facilities Director, or as described
in the handbook.

The request for facility use can be made no more than one (1)
calender year in advance. Rooms will not be reserved until a
completed contract is executed and deposits received.
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This handbook has been designed to assist you when utilizing 
Buffalo County facilities for your planned events and/or activities.
The initial contact for the use of a Buffalo County Facility must be
made with the Buffalo County Facilities Director, or as described
in the handbook.

The request for facility use can be made no more than one (1) 
calender year in advance.  Rooms will not be reserved until a 
completed contract is executed and deposits received.


Community Use of School Facilities

This handbook is adopted by the Board of Education each year.
Facility Use Requests for the upcoming school year will be
considered by the school district beginning on June 1st each
year.

I. Custody
A. Superintendent
1. The custody of all facilities is placed with the
Superintendent of Schools.

Il. Responsibilities
A. Principal
1. Shall be responsible for maintaining proper relationships
with those organizations that make application to use the
facility.

2. Will maintain a complete schedule, and coordinate use, of
the building that he/she is responsible for endeavoring to
prevent conflicts and to guarantee first priority to the
school and its related activities.

3. Will process all requests for rental, notify affected
personnel, and insure compliance with Board of Education
policies and these regulations.

4. Will exercise preliminary approval authority on Class | —
Class V activities.

5. Will notify the Director of Facilities, or his/her
designee, of any changes in previously scheduled rental
dates.

6. Will exercise approval/disapproval on the use/rental of
school building equipment.

7. Will notify Facilities Department if there is a change in the
name of the individual serving as the sponsoring head of
the organization.

B. Director of Finance
1. Will maintain current operating and maintenance costs for
each facility.

C. Director of the Facilities Department

1. Will maintain a master schedule of use for all school
facilities.

2. Will verify availability on master schedule and activate new
schedule.

3. Will coordinate multi-building utilization through the building
principals.

4. Will schedule custodians when requested by the building
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