
Facilities Use and Security Guidelines 
 
The following guidelines must be agreed to and followed for all persons, organizations and teams 
requesting (and receiving approval of) use of the school facilities. This procedure helps to ensure the 
safety and security of individuals using the facilities and protect the facilities themselves.  
 
Fill out a Facilities Use Request form and receive approval. 

This form is available at the building office and can be turned in there as well. You will find 
attached to the Facilities Request form this document. You need to read these guidelines and sign 
that you agree to them. Your use request will not be valid without this. The building administrator 
will check for availability and then process the approval. You will be contacted when your form 
has been processed and asked to pick up a copy of your approved form. Please note that school-
related/based activities will receive priority over community or privately sponsored events. 

 
Follow school rules/acceptable use guidelines. 

Person or persons using the facilities must follow basic acceptable use rules. These include, but 
are not limited to: 
 -     Firearms, weapons, tobacco and alcohol prohibited. 

-     Use facilities for their intended purpose (for example, drinking fountains to obtain      
      drinks of water, not to spit in). 
- Remain in authorized portions of the building (for example, use of the gym does not 

grant use of restroom facilities in classroom areas of the building). 
- Do not disturb materials, items, etc. that belong to the students/school. This includes 

items such as the board games stored on the stage in the gym. 
 

Other Requirements of use: 
 
All exterior doors MUST be locked and checked for security.  

The daily custodian locks all hallway exit doors in the facility at the end of his work day. If you 
unlock one of these doors to accommodate your event, you are responsible for locking the door 
again before you leave. This also includes doors with crash bars (the collapsible bars that allow 
for exit even when locked). Please be sure to check the security of doors by pushing against the 
door itself to ensure it is properly locked. A door that is properly locked will not open when 
pressed against. 

 
Lights and other electronic equipment must be turned off. 

All lights in the building must be turned off. In most cases, the lights will have been turned off 
when you arrive. Any lights you turn on need to be turned off before you leave. This also includes 
the score board power and locker room lights. 
  

Set the security alarm system. 
Our building is equipped with an electronic security alarm system to help protect the district’s 
building and associated assets. You must receive prior authorization to use the facilities in order 
to ensure district personnel is assigned to secure the building(s) following your use. Keys and 
alarm codes are no longer issued to individuals who are not district personnel. 
 

Notify the building office of any cancellations. 
If you decide not to use the facilities, need to reschedule or have other concerns, please contact 
the building office. This helps to minimize confusion and to maximize efficiency and availability. 
 
 



Facilities Use and Security Guidelines – Signature Page 
 

 
I have been provided with a copy of the Facilities Use and Security Guidelines. I have read the 
document and agree to the outlined parameters for use of facilities in the Lowell School District 
for which I have applied. 
 
I understand that I will receive confirmation of approval from the building administrator and that 
I must have this approval before use is granted.  
 
I have provided the district with a certificate naming the district additionally insured. 
 
 
 
Signed____________________________________    Date_______________________ 
 
 
Approval by _______________________________    Date_______________________ 
 
 
 
 
Office: Attach this signature page to the Facilities Request Form and submit to building 
administrator. This page must be attached for approval of request. 


