
1330 
Form 1 

COLCHESTER PUBLIC SCHOOLS 
Application for Use of School Facilities 

 
Facility requested _________________________________________________________________ 
 
Name of Organization ______________________________________Date ___________________ 
 
Organization Contact Person___________________________Telephone # ___________________ 
 
             Email___________________________ 
  

Address ___________________________________________ Business # ____________________ 
 
Name of Organization Site Supervisor______________________________Home # ____________ 

Requesting Use of (Check area(s) Requested): 
 

 Shower Facilities  Lavatories 
 Cafeteria/Multi-Purpose Room  Kitchen 
 Auditorium  Media Center/Library 
 Classroom(s) (Specify)  Parking Lot 
 Other (Specify)  

 
Equipment Requested______________________________________________________________ 
 
Additional Setup Requested ________________________________________________________ 
 
Nature of Activity_________________________________________________________________ 
 

 
Date(s) Requested _____/_____/______________From ______A.M./P.M., TO ______A.M./P.M. 
 Month   Day      Year / Day of Week 
 _____/_____/______________From ______A.M./P.M., TO ______A.M./P.M. 
 Month   Day      Year / Day of Week 
 (Each event, for each calendar day must be provided. Include rehearsal dates. Use the 

attached (1A) of this form for additional dates.) 
 
Number of People to Attend (estimate) _______________  Likely Minimum __________________ 
 

 
The using group or individual assumes all responsibility for damage, injury, and other liabilities.  The using group 
making application will use the facility in accordance with the Colchester Board of Education Policy, Regulations and 
Bylaws.  The applicant shall take notice that priority for the usage of the facilities, including conflicts in scheduling and 
rescheduling for unforeseen circumstances, shall be: 1) School activities, 2) Scheduled community events, NON usage of 
the facility by the applicant for three (3) scheduled events shall lose all rights of usage in the future. 
 
Signature of applicant____________________________________________________Date: _____________________ 
 
   Building Principal _______________________________ Date: ____________________ 
Further Action by: 

 Request is granted 
 Request is denied Superintendent of Schools ________________________ Date: _____________________ 



1330 
Form 1 
continued 

 
 
Requests for additional equipment, special setups, security, or other agreements between the 
School Principal and the Applicant. Example: Storage of applicant’s personal property, whether 
food and beverages are being provided during the event. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Signature of School Principal _________________________________ Date ________________ 
 
The undersigned agrees to repair or replace any equipment, structure or physical components of 
the buildings or facilities which are damaged or lost pursuant to the applicants use of the school’s 
buildings, facilities, or equipment.  Furthermore, the undersigned agrees to any special setups, 
additional security or to any request by the School Principal.  Changes to the activity or other 
requests shall be in writing on this form.  Non-compliance with the Board of Education’s 
policies, regulations and/or with agreements contained in this application shall be cause for 
immediate revocation of the permit.  This applicant shall cease and desist all activities once 
directed to do so by the school staff members and shall immediately vacate the premises.  If no 
agreement and action to rectify, the hazard is forthcoming. 
 
Signature of Applicant _____________________________________ Date _________________ 
 
 
Required attachments: 
 
1. Certificate of Liability/Property Damage Insurance in the amount of $1,000,000.00, 

naming “Town of Colchester” and “Colchester Public Schools” as an additional insured. 
2. Rental charges payable to “Town of Colchester.” 
3. Letter setting out applicant organization’s non-profit status. 
 
Revised 9/2019 
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Form 1A 

 
COLCHESTER PUBLIC SCHOOLS 

SCHOOL FACILITIES REQUEST SCHEDULE 
 
Site Supervisor shall be an additional individual provided by the requesting group (other than a 
coach(s) or person actively engaged in the activity) whose sole responsibility is the monitoring 
and control of non-permitted and unsafe activities of all persons (active participants, guests, 
visitors) in the school facility areas being requested. 
 
Requested space(s) granted for usage shall not be transferred to any other group or individual. 
 
Activities other than those specifically granted are NOT permitted. 
 

ACTIVITY 
DATE 

DAY 
OF 

WEEK 

TIME FROM 
   A.M./P.M. 

TIME TO   
A.M./P.M. 

NAME OF 
PERSON 

IN 
CHARGE 

TELEPHONE 
NUMBER 

NAME OF SITE 
SUPERVISOR 

TELEPHONE 
NUMBER 

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
 
 
Revised December 9, 2014 
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Form 2 

COLCHESTER PUBLIC SCHOOLS 
ACTIVITY SAFETY REPORT 

 
Name of the Activity:______________________________________________________________ 
 
Date of Activity: _________________________________________________________________ 
 
Description of Activity:   
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________ 
 
Number of participants anticipated: ________ Number of Chaperones: ________ 
 
Applicant:_______________________________________________________________________ 
 
Person in charge of Safety Procedures: ________________________________________________ 
 
 A supervisor of an activity involving young people has the responsibility to 

assure that conditions exist to promote the highest degree of safety possible.  As 
examples, higher than anticipated attendance.  Small children unattended, first 
aid provisions, etc.  To that end, please complete the following: 

 
 I. Specific safety precautions to be utilized for participants: 
 
 _________________________________________________________________________

_________________________________________________________________________
_________________________________________________________________________ 

 
 II. Specific safety precautions to be utilized for other attendees: 
 
 _________________________________________________________________________

_________________________________________________________________________
_________________________________________________________________________ 

 
The undersigned agrees to all Colchester Board of Education policies, regulations, and agreements 
contained on this application concerning the activities applied for. 
 
_______________________________________________________________________________ 
   Signature of Applicant     Date 
_______________________________________________________________________________ 
   Signature of Applicant     Date 
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COLCHESTER PUBLIC SCHOOLS 

 
 INDEMNIFICATION AND RELEASE 
 
This form is valid for a period of one school year from the date signed for each school which application 
of usage is made. 
 
THIS IS A LEGALLY BINDING DOCUMENT.  DO NOT SIGN IT UNTIL YOU HAVE READ THE 
CONTENTS HEREOF AND UNDERSTAND THE SAME.  IF YOU ARE IN DOUBT, CONSULT AN 
ATTORNEY PRIOR TO SIGNING THIS DOCUMENT. 
 
To the extent provided by law, and in consideration of the permission granted to it by the Colchester 
Board of Education to use certain buildings, grounds, facilities, and/or equipment owned by the Town of 
Colchester and under the direction of the Colchester Board of Education, the undersigned, in recognition 
of the fact that the Colchester Board of Education has no lawful obligation to permit said usage by any 
person, group or other entity not sponsored by the Colchester Board of Education of the Town of 
Colchester, does hereby release the Colchester Board of Education and the Town of Colchester, its agents, 
servants, and employees from liability in the event of injury to any person using the said buildings, 
grounds, facilities, and/or equipment in connection with the activity sponsored by the undersigned or to 
any person attending any such activity.  The undersigned intends this release to be effective and binding 
on itself and on all members, guests, invitees or observers of the activity sponsored by it. 
  
The undersigned, on behalf of itself and its members, does hereby agree to indemnify, defend, and hold 
harmless the Colchester Board of Education and the Town of Colchester and its agents, servants, and 
employees against any and all claims, suits, actions, debts, damages, costs, charges and expenses, 
including court costs and attorney’s fees, and against all liability, losses, and damages of any nature 
whatsoever, that the Colchester Board of Education and or the Town of Colchester shall or may at any 
time sustain or be put to by reason of the usage by the undersigned or its members of buildings, grounds, 
facilities, and/or equipment as contemplated herein. 
 
Waiver of Subrogation:  The undersigned agrees, and will require its carriers on all insurance policies in 
any way related to the use of facilities owned by the Town of Colchester and Colchester Board of 
Education, to waive all rights of recovery, under subrogation and otherwise, against the Town of 
Colchester and Colchester Board of Education. 
 
IN WITNESS WHEREOF, I hereunto set my hand this _______ day of ________, 20___ 
 
 

         _________________________________________ 
        (Name of Organization) 

 
      By________________________________________ 

        (Signature)  Title 
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COLCHESTER PUBLIC SCHOOLS 
 

FIRE MARSHAL APPROVAL FORM 
 
This completed form shall be approved by the local Fire Marshal and accompany any application 
proposing that any building space will be utilized DIFFERENTLY from the use for which the space 
is normally utilized.  (Activities may include craft fairs, indoor graduation, outdoor events, theater 
productions, private concerts, etc.) 
 
Applicant:_______________________________________________________________________ 
 
Date of Activity: _________________________________________________________________ 
 
Time of Activity: _________________________________________________________________ 
 
Describe any floor or wall covering which will be needed for the activity.  Describe the material of 
which the covering is made or the method used to make it flame retardant: 
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________ 
 
Provide a dimensional sketch of the space being applied for including exit openings and layout:  
(Utilize this space for the sketch or attach a sketch to this form) 
 
 
 
 
*If you have questions regarding specific use of a space, please contact the Colchester Fire Marshal 
directly at 860-207-6870. 
 
Other requirements as deemed necessary by the local Fire Marshal: 
_______________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________ 
 
 
_______________________________________________________________________________ 
  Signature, Fire Marshal Approval    Date 
 
 The undersigned agrees to provide the layout/physical set up as approved and agrees, to any other 

requirements deemed necessary by the Fire Marshal.  Any deviation from the permit without the Fire 
Marshal's written consent shall make the entire permit null and void. 

 
_______________________________________________________________________________ 
  Signature of Applicant      Date 
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COLCHESTER PUBLIC SCHOOLS 
 AUTHORIZATION FORM for 
 USE OF SCHOOL PERSONAL PROPERTY OR EQUIPMENT 
In accordance with the policy of the Colchester Board of Education, I hereby seek authorization to use the following school 
property or equipment off school premises: 
 
1. Property or Equipment:  (Describe with specificity, include model, serial numbers where available) 
 ____________________________________________________________________________________________

____________________________________________________________________________________________ 
 
2. Conditions of property or equipment:  (Description by School Principal) 
 ____________________________________________________________________________________________

____________________________________________________________________________________________ 
 
3. Purpose for use of property or equipment:___________________________________________________________ 
 
4. Date property or equipment will be removed from school premises: ______________________________________ 
 
5. Date property or equipment will be returned:_________________________________________________________ 
 
6. Date property or equipment will be used on school property: ____________________________________________ 
 
7. Type/Name/Kind of school equipment needing a trained operator: _______________________________________ 
 
8. Name of person who is a competent operator of equipment loaned (if training is required to operate equipment): 
 ____________________________________________________________________________________________ 
 
9. Name of school staff who knows of the competency of the proposed operator of the school equipment:  
 ____________________________________________________________________________________________ 
I assume full responsibility, including any necessary insurance for returning the property or equipment listed above in its 
present condition.  I understand that my failure to return such equipment in the same condition in which it was lent to me shall 
make me personally liable for repairing and/or replacing such equipment. 
 
____________________________________________________________________________________________________ 
 Name (please print)   Signature    Date 
 
____________________________________________________________________________________________________ 
 Address     Town   State  Zip Code 
 
____________________________________________________________________________________________________ 
 CT drivers license # 
 
I have reviewed this request, and it is approved: 
____________________________________________________________________________________________________ 
 Signature of School Principal       Date 
 
____________________________________________________________________________________________________ 
 Date Returned     Condition of returned property/equipment 
 
The above property/equipment has been returned in the condition described above: 
 
____________________________________________________________________________________________________ 
 Signature of School Principal       Date 
 
One copy of approved form to applicant - One copy in School File 
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COLCHESTER PUBLIC SCHOOLS 
 
 
  

RENTAL CHARGE SCHEDULE 

 
 

FOR-PROFIT ORGANIZATIONS, GROUPS OR INDIVIDUALS 

AREA OCCUPANCY RATE 
Regular Classroom 25 $20.00/hr. minimum fee $60.00 - 3 hrs. 

 
Large Group Instruction 45 $50.00/hr. minimum fee $150.00 - 3 hrs. 

 
Cafeterias 125 to 200 $100.00/hr. minimum fee $300.00 - 3 

hrs. 
Gymnasiums 500 to 1200 $150.00/hr. minimum fee $450.00 - 3 

hrs. Additional fees may occur if non 
bleacher seating required or portable 
stage usage 
 

Locker Rooms 40 $50.00/hr. minimum fee $150.00 - 3 hrs. 
 

BA Auditorium 640 $200.00/hr. minimum fee $600.00 - 3 
hrs. Rehearsals - $100.00/hr. minimum 
$300.00 - 3 hrs.  Additional charges for 
lighting and sound system 
 

Shops Areas 24 $100.00/hr. minimum fee $300.00 - 3 
hrs. 

Special Rooms 
Art/Home Ec/Science/Music 

25 $50.00/hr. minimum fee $150.00 - 3 hrs. 
 

Media Centers 40 $200.00/hr. minimum fee $600.00 - 3 
hrs. Additional charge for Media 
Specialist 
 

BA Soccer/Track 1000 $150.00/hr. minimum fee $450.00 - 3 
hrs. 
 

Other Field Areas per field Varies $60.00/hr. minimum fee $180.00 - 3 hrs. 
 
 

Revised September 2019 
 
 



Community Relations

Use of School Facilities

Colchester Public Schools

Facilities Use Fee Schedule
2022-2023 

Custodial Salary Schedule

Regular Time  $31.98 per hour

Overtime         $47.97 per hour

Sunday  Time  $63.96 per hour

Cafeteria Personnel Salary Schedule

District Nutrition Program Coordinator / Cafeteria Manager:

Regular Time                   $39.46 per hour

Overtime                          $59.19 per hour

Cafeteria Worker:

Regular Time                   $23.57 per hour

Overtime                          $35.36 per hour

Fees for the 2022-2023 School Year ~ Effective July 1, 2022

1330

Form 6B
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COLCHESTER PUBLIC SCHOOLS 
 

FACILITY USE APPLICATION PROCEDURE 
 

CHECKLIST 
 
(Please be sure to include only those items required) 
 
 
 
       REQUIRED  
 

COMPLETED 

1. Application Form                                       
 
2. Indemnification                                        
 and Release Form 
 
3. List of Organization's current                                      
 Officer/Board of Directors 
 (include address and phone) 
 
4. Certificate of Insurance                                      
 
5. Fire Marshal Layout Approval                                      
  
6. Activity Safety Report                                       
 
7. Fee (checks only, paid to the                                      
 Treasurer, Town of Colchester) 
 
8. Copy of Organization's                                       
 Charter/Bylaws  
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