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GENERAL INFORMATION  

Facilities that are owned, operated, or maintained by the St. Johns County School District (District) for the conduct 
or support of educational programs may be made available for community purposes, provided that such use does 
not detract from the original and necessary purpose of the property or interfere with the educational programs of 
the schools.  All use of facilities shall be in compliance with all applicable St. Johns County School Board Rules and 
Policies.  Applying for facility use does not obligate the District or Site Administrator to lease to that potential lessee. 

To maintain safety, security, and consistency in facility operations, the use of outside vendors by the lessee is strictly 
prohibited. 

The following guidelines have been developed to implement procedures for use of school facilities.   

CERTIFICATE OF LIABILITY INSURANCE REQUIREMENTS  

All groups using school facilities must submit a current Certificate of Liability Insurance (COI) with their Facility Use 
Request. Governmental agencies may provide a statement of self-insurance, with limits pursuant to Florida Statute 
768.28, in lieu of a COI. 

The COI requirements are: 

• Commercial General Liability Coverage must be indicated on an occurrence basis with minimum limits of 
$1,000,000 per occurrence and $2,000,000 general aggregate for property damage and bodily injury, including 
death to a third party.  

• St. Johns County School Board must be listed as certificate holder and an Additional Insured as follows:  

St. Johns County School Board 
40 Orange Street 
St. Augustine, FL 32084 

Unless the COI reads as shown above, the certificate will be denied, and the request will be rejected.   

• The COI must specify the general liability insurer’s name affording coverage, the policy number, and effective 
dates. These dates must cover the date or dates being requested for the use of District facilities.  

• The insured name on the COI must match the legal entity name on the Facilities Use Request.  

• Where permitted by law, a waiver of subrogation or other rights to recovery against the St. Johns County School 
Board shall be indicated specific to the dates of use requested.  

• The cancellation section of the COI must be completed.  

• The COI must include an insurance broker or agency authorized representative signature. 
 
See Sample Certificate of Insurance in Appendix B. 
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USER GROUPS  

The primary purpose of District facilities is to support the delivery of educational services and programs to students.  
Accordingly, academic instruction, student extracurricular activities, staff development programs, and extended day care 
programs shall take precedence over all other uses except when facilities are required for community disaster shelter 
operations. User groups determine the fees charged to the facility user and the priority of use. The groups are defined as:  

User Group 1: School-Based Organizations 

User Group 1 includes activities directly organized, operated, and supervised by the District as part of official operations, 
and include instructional programs, athletics, and extracurricular activities that serve the students, parents, and teachers 
of the District.  

Users in User Group 1 are not charged fees. 

User Group 2:  School Affiliated Organizations/Youth Organizations 

User Group 2 includes school affiliated organizations that provide support to our schools such as PTAs, PTOs, and 
recognized booster clubs. Youth organizations are defined as secular and non-secular organizations that provide moral 
and character development programs that are consistent with the District’s character development curriculum, and 
include Scouts BSA, Girl Scouts of America, 4-H, Campfire Girls, and Child Evangelism Fellowship/Good News Club. 

Users in User Group 2 are not charged fees unless use of the facility results in non-scheduled work hours for a District 
employee. 

User Group 3: Government and Community Agencies 

User Group 3 includes recognized governmental and community agencies, primarily St. Johns County and its various 
municipal corporations, that provide programs which do not interfere with the operation of the school and do not conflict 
with programs operated and maintained by the District.  These groups include but are not limited to city and county parks 
and recreation programs, and grant-funded partnerships that provide before and after-school tutoring or enrichment 
programs for District students.  Activities exempted include town meetings sponsored by a municipality, voter precincts, 
and public hearings. These exempt activities are assessed at a User Group 1 level.  

Users in User Group 3 are charged utility fees and personnel/service fees.  When applicable, additional terms and 
conditions may apply. 

User Group 4: Youth Athletic, Artistic, Recreational, and Educational Activities  
(When Program Participants are NOT Charged Fees)  

User Group 4 includes organizations that provide District related community youth athletic, artistic, recreational, and 
educational activities and charge no fees to the students or their families other than the costs of any supplies and materials 
that may be consumed in the program.   

Users in User Group 4 are charged utility fees, equipment fees, personnel/service fees and, when applicable, 
security/damage deposit.  No facility use fees will be charged. 

User Group 5: Private Interest or Non-Government Organizations  

User Group 5 includes those citizens, associations, businesses, clubs, or other organizations who wish to use school 
facilities for commercial, for profit, or nonprofit purposes. Organizations include, but are not limited to, athletic, artistic, 
recreational, educational, economic, and faith or spiritual activities.  

Users in User Group 5 are charged facility use fees, utility fees, equipment fees, personnel/service fees and, when 
applicable, security/damage deposit.  
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Facility Use Fee Schedule 

These fees provide revenue for schools and offset the cost of general maintenance and upkeep of the facility. 

Facility Fee 

Middle School Auditorium 
$75 per hour (before 6:00 PM) 

$150 per hour (on or after 6:00 PM) 

High School Auditorium 
$150 per hour (before 6:00 PM) 

$400 per hour (on or after 6:00 PM) 

Elementary School Cafeteria without Kitchen 
$250 (for a 3-hour minimum) 
$75 per each additional hour 

Middle School Cafeteria without Kitchen  
$300 (for a 3-hour minimum) 
$75 per each additional hour 

K-8 Academy Cafetorium without Kitchen  
$350 (for a 3-hour minimum) 
$75 per each additional hour 

High School Cafeteria without Kitchen  
$350 (for a 3-hour minimum) 
$75 per each additional hour 

Multi-Purpose Room Elementary 
$175 (for a 3 hour minimum) 
$50 per each additional hour 

Multi-Purpose Room Middle School or K-8 Academies 
$225 (for a 3 hour minimum) 
$75 per each additional hour 

Classroom 
$75 (for a 3-hour minimum) 
$25 per each additional hour 

Hallway/Common Area $25 per hour 

Conference Room $25 per hour 

Locker Rooms $25 per hour 

Gymnasium $50 per hour 

Weight Room $35 per hour 

Batting Cages $25 per hour 

Covered Outside Area, Common Pavilion and Basketball 
Court without Lighting 

$50 per hour 
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Facility Use Fee Schedule (continued) 

Facility Fee 

Playground $25 per hour 

Tennis Court (each) $15 per hour 

Baseball Fields without Lighting $50 per hour 

Softball Fields without Lighting $50 per hour 

General Recreational Fields or Practice Fields without 
Lighting 

$50 per hour 

Stadium (grass) without Lighting  $150 per hour 

Stadium (turf) without Lighting $200 per hour 

Track without Lighting $50 per hour 

Parking Lot without Lighting $40 per hour 

Additional fees may apply for groups greater than 250 people. 
Additional time will be invoiced in no less than one (1) hour increments. 
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Utility Fee Schedule 

These fees offset the cost of utilities incurred at the facility during the rental. 

Area Hourly Fee 

Middle School Auditorium $15 

High School Auditorium $25 

Elementary, Middle School and K-8 Cafeteria  
(not including kitchen) 

$15 

High School Cafeteria  
(not including kitchen) 

$20 

Classroom $6 

Conference Room $6 

Gymnasium $25 

Weight Room $10 

Covered Outside Area, Tennis Court, Common 
Pavilion and Basketball Court Lighting 

$14 

Baseball Field Lighting (High School) $14 

Softball Field Lighting (High School)  $14 

Stadium Lighting $40 

Track Lighting $40 

Parking Lot Lighting $15 

Additional time will be invoiced in no less than one (1) hour increments. 
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Equipment Use Fee Schedule 

These fees offset the cost of maintaining equipment used during the rental. 

Equipment Item Event Fee 

Athletic Scoreboard $40 (additional Technical Supervision may be required) 

Stage Lighting/Audio Visual $40 (additional Technical Supervision may be required) 

A/V Screen $10 

Lectern Podium $10 

Microphone $10 

P.A. System $25 

Piano $25 

Projector $25 

Risers (per set) $30 

TV/DVD Player $25 
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Personnel/Service Fee Schedule 

These fees offset the cost of labor required during the rental.  The school principal or site administrator will 
determine the number of employees needed during the rental.  Approval of facility rental reservations are 
subject to the availability of District personnel. 

Personnel/Service Fees Rate 

Custodian $41 per hour (3-hour minimum) 

Technical Supervision $50 per hour (3-hour minimum) 

Site Supervisor $60 per hour (3-hour minimum) 

Law Enforcement * 

*Hourly rate and minimum hours are set by the local law enforcement agencies.   
Additional time will be invoiced in no less than one (1) hour increments. 

An authorized and paid SJCSD employee (as designated by the school principal or site administrator) must be 
present and facility users must pay the Personnel/Service Fees for District employee(s) to be on-site during 
facility rentals to monitor and ensure the security of school buildings.  District employees working as site 
supervisors or custodians during facility rentals should not participate in the event.  Their role is to remain 
available for emergencies, restock supplies, and monitor the campus.  

The school principal or site administrator reserves the right to require law enforcement and determine the 
number of officers necessary to be on-site for any event.  Additionally, the renting organization shall at all times 
provide sufficient supervision of its activities and attendees.  

On weekends and other non-school days, the charge for one site supervisor for the duration of the rental period 
may be added to invoices for facility rentals. If the site supervisor assigned is not a custodian, school staff must 
add at least one custodian to the reservation. Custodians should not be tasked to clean during their regular duty 
day for evening and weekend facility rentals. If the site supervisor is a custodian, adding additional staff to the 
reservation may not be necessary. However, additional custodial staff should be added to rentals that are 
expected to require significant time to return the facility to the normal configuration needed for the following 
school day. 
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Outstanding Balance/Overdue Accounts 

Facility users with outstanding balances or overdue accounts will not be permitted to use District facilities until 
the outstanding balance is satisfied. 

In-Kind Agreements for Civic or Community Connected Organizations  

School facilities, such as auditoriums, cafeterias, classrooms, and stadiums, may be made available to civic or 
community connected organizations for specific, temporary, short-term purposes upon payment of the fees 
established by the School Board or, when approved by the school principal or site administrator, in exchange 
for non-monetary contributions that are considered to have equivalent value. 

Equivalent value refers to the fair market value of the services, goods, or benefits provided by the third party 
in exchange for facility use. These contributions must be: 

• Tangible and measurable (e.g., tutoring services, after-school programs, maintenance work, equipment 
donations); 

• Comparable in value to what the district would have charged in rental or usage fees; and 

• Documented in the request to ensure transparency and compliance with district policies and state law. 

Prohibited Substances, Devices, or Materials 

Users shall not allow or permit the use, consumption, storage, or possession of any of the following items on 
District facilities by the user, its agents, employees, attendees, volunteers, invitees, guests, or participants:  

• Intoxicating or alcoholic beverages, smoking, or illegal or harmful drugs;  

• Gambling devices of any kind;  

• Any weapons or firearms;  

• Hazardous, flammable, or explosive materials, including but not limited to, flammable materials or liquids, 
candles, fireworks, pyrotechnic devices, explosives, poisonous materials or plants, strong acids, or caustics;  

• Animals (unless a service animal);  

• Amusement rides or attractions, including but not limited to, trampolines of any type, enclosed or air 
supported structures of any type, climbing walls, climbing ropes, firearms or shooting activity, bow and 
arrow shooting activity or equipment or devices;  

• Food trucks; or  

• Any other substance, material, or items prohibited by law or ordinances of fire insurance. 

Special Events 

Special Events are activities held at the school by School Support Organizations such as the PTA, PTO, Booster, 
etc., to promote or benefit the school, students, and the District. A Special Events Application Form must be 
submitted to the school at least 14 days prior to the date of the event. For some activities, onsite inspections 
may be required.  

Special Events include, but are not limited to carnivals, festivals, movie nights, dances, fundraising activities, 
reward parties, presentations, parades, food trucks on property, interactive rentals, performances, inflatables, 
homecoming events, and marathons.  
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APPENDIX A – SCHOOL BOARD RULE 9.04 
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APPENDIX B – SAMPLE CERTIFICATE OF INSURANCE 
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