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Application for Use of Facilities 
 
Any person applying for the use of any school facilities or grounds on behalf of 
any society, group, or organization shall present written authorization from the 
group or organization to make the application. 
 
Persons or organizations applying for the use of school facilities or grounds shall 
submit a facilities use statement indicating that they uphold the state and 
federal constitutions and do not intend to use school premises or facilities to 
commit unlawful acts. 
 
Civic Center Use 
 
Subject to district policies and regulations, school facilities and grounds shall be 
available to citizens and community groups as a civic center for the following 
purposes:  (Education Code 32282, 38131) 
 
1. Public, literary, scientific, recreational, educational, or public agency 

meetings 
 
2. The discussion of matters of general or public interest 
 
3. The conduct of religious services for temporary periods, on a one-time or 

renewable basis, by any church or religious organization 
 
4. Child care programs to provide supervision and activities for children of 

preschool and elementary school age 
 
(cf. 5148 - Child Care and Development) 
(cf. 5148.2 - Before/After School Programs) 
(cf. 5148.3 - Preschool/Early Childhood Education) 
 
5. The administration of examinations for the selection of personnel or the 

instruction of precinct board members by public agencies 
 
6. Supervised recreational activities, including, but not limited to, sports league 

activities that are arranged for and supervised by entities, including religious 
organizations or churches, and in which youth may participate regardless of 
religious belief or denomination 
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7. A community youth center 
 
8. Mass care and welfare shelters during disasters or other emergencies 

affecting the public health and welfare 
 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 3516 - Emergencies and Disaster Preparedness Plan) 
 
9. A ceremony, patriotic celebration, or related educational assembly conducted 

by a veterans' organization 
 
 A veterans' organization means the American Legion, Veterans of Foreign 

Wars, Disabled American Veterans, United Spanish War Veterans, Grand 
Army of the Republic, or other duly recognized organization of honorably 
discharged soldiers, sailors, or marines of the United States, or any of their 
territories.  (Military and Veterans Code 1800) 

 
10. Other purposes deemed appropriate by the Governing Board 
 
Restrictions 
 
School facilities or grounds shall not be used for any of the following activities: 
 
1. Any use by an individual or group for the commission of any crime or any act 

prohibited by law 
 
2. Any use which is inconsistent with the use of school facilities for school 

purposes or which interferes with the regular conduct of school or school 
work 

 
3. Any use which involves the possession, consumption, or sale of drugs or any 

restricted substances, including tobacco 
 
(cf. 3513.3 - Tobacco-Free Schools) 
 
4. Any use which involves the possession, consumption, or sale of alcoholic 

beverages, except for special events approved by the Superintendent or 
designee pursuant to Business and Professions Code 25608 which are 
covered by a special events permit pursuant to Division 9 of the Business and 
Professions Code and which will occur at a time when students are not on the 
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grounds.  Any such use of school facilities shall be subject to any limitations 
that may be necessary to reduce risks to the district and ensure the safety of 
participants, as determined by the Superintendent or designee. Applicable 
limitations shall be clearly stated in the facility use agreement to be signed 
by the user's representative. 

 
The district may exclude certain school facilities from nonschool use for safety 
or security reasons. 
 
Damage and Liability 
 
Groups, organizations, or persons using school facilities or grounds shall be 
liable for any property damage caused by the activity.  The district may charge 
the amount necessary to repair the damages and may deny the group further 
use of school facilities or grounds.  (Education Code 38134) 
 
Any group or organization using school facilities or grounds shall be liable for 
any injuries resulting from its negligence during the use of district facilities or 
grounds. The group shall bear the cost of insuring against this risk and 
defending itself against claims arising from this risk.  (Education Code 38134) 
 
Groups or organizations shall provide the district with evidence of insurance 
against claims arising out of the group's own negligence when using school 
facilities.  (Education Code 38134) 
 
As permitted, the Superintendent or designee may require a hold harmless 
agreement and indemnification when warranted by the type of activity or the 
specific facilities being used. 
 
(cf. 3515.21 - Unmanned Aircraft Systems (Drones)) 
 
 
 
applications are submitted and reviewed for completeness, a date stamp will be 
placed onto the permit application package.  When numerous applications for 
Use of Facility listing the same facility, assignment priority will be based on the 
policy requirements met including: Rosters indicating 65% PUSD boundaries 
residency, of which 50% enrollment in PUSD schools; history of good 
stewardship, prior and continued support of District Athletic Facilities; good 
standing with fees being paid prior to the end of the current permit period. 
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Use of Outdoor Facilities and Grounds 
 
It shall be the policy of the district to permit recreational use of the school 
outdoor facilities and grounds subject to the following regulations, which are 
established to ensure the safety and well-being of students and employees, and 
protect the property of the district: 
 
On days school is in session: 
 
The grounds and fields of the elementary schools and middle schools shall be 
available for community use after school hours 6:00 p.m. until dusk, unless a 
Use of Facilities Permit has been granted for a specific purpose by the district's 
Civic Center Permit Department. 
 
The tracks at the four comprehensive high schools shall be available for 
joggers/walkers from 6:00 a.m. to 8:00 a.m.  
 
The grounds and fields at all Children’s Center shall remain closed to the public 
due to the length of program operation and the presence of specialized 
playground equipment. 
 
On days school is not in session (weekends, winter, spring and summer recess) 
excluding holidays: 
 
1. The grounds and fields of the elementary schools and middle schools shall 

be available for community use from 8:00 a.m. until dusk, unless a Use of 
Facilities Permit has been granted for a specific purpose by the district's 
Civic Center Permit Department. 

 
2.  The tracks at the four comprehensive high schools shall be available for 

joggers/walkers from 6:30 a.m. until 8:00 a.m. 
 
The grounds and fields at all Children’s Centers shall remain closed to the public 
due to the length of program operation and the specialized playground 
equipment. 
 
In the event of moderate to heavy rainfall, gates to school grounds shall be locked 
and access to the grounds restricted until the fields/track/grounds are dry, as 
determined by the Civic Center Permit Department.  The PUSD mud line, 
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626.396.3600 x88901 is updated regularly and is to be phoned for availability of 
fields after inclement weather.   
 
The district, at its sole discretion, reserves the right to restrict public use of its 
grounds and fields at any time without prior notice due to school use, inclement 
weather, vandalism, maintenance or for other reasons determined appropriate 
by the district. 
 
Violators of the above regulations shall be considered to be trespassing and 
subject to arrest and prosecution pursuant to Pasadena City Ordinance 7170 
and Penal Code Section 602. 
 
Athletic Facilities 
 
Athletic fields at all the secondary schools are available for use under 
Restrictions and Provisions for facility use. This includes the four high school 
fields, high school baseball and softball fields and track, and middle school 
playfields. All requests for use of any athletic fields must be submitted only to 
the Civic Center Permit Department.   
 
Tennis courts are available for public use according to the rules and regulations 
that are posted. 
 
All requests for the use of gyms and other athletic facilities, including field and 
tracks, tennis courts, gyms and pools shall only be approved by the Civic Center 
Permit Department. 
 
 
 
 
Broadcasting School Athletic Events 
 
All broadcasting must be done from the radio booth. Interviews may not be 
conducted on the field during the game. Official representatives of the schools 
participating in the game, newspaper reporters or official representatives of the 
broadcasting station are the only persons to be permitted in the booth at any 
time. 
 
An assistant principal shall be designated as the district representative at high 
school games, and shall be responsible for compliance with district policies. The 
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designated assistant principal will clear all students either handling interviews 
for the broadcasting station or being interviewed by the media. 
 
Prior to the start of the season, the broadcasting station must submit a Use of 
School Facilities form listing the games to be broadcast and obtain approval from 
the Civic Center Permit Department. 
 
The station must present the broadcast of each athletic event in its entirety. 
Taping all or any portions of activities to be broadcast at a future date is not 
permitted without the approval of the Board of Education or its designee. 
 
Commercial Use and General Conditions of Use 
 
A non-refundable processing fee of $75.00 is charged to all individuals, groups 
and  organizations that are not school organizations or school-connected 
organizations (as defined by Board Policy 1230). The processing fee must be 
submitted with the Use of Facility Request before the request is processed. 
 
The fair rental value fee is the minimum rental charge per hour for the use of a 
facility for up to four hours.  The basic fee consists of the facility rental (per 
facility), restroom/cleaning supplies (if restrooms are used), utility cost, 
maintenance cost, and additional staffing cost as determined by the Civic Center 
Permit Department. 
 
The following straight time hourly rates will be added to the total fees when the 
request requires additional staffing: $28.05/man hour for maintenance, 
$22.44/man hour for custodial services, and $23.00/man hour for grounds 
services. Staffing rates will be multiplied by one and one half times the straight 
time rate for overtime staffing. Use of facilities above the four-hour minimum will 
be in one-hour increments. The district's evaluation of the request is final but is 
based on the requestor's needs. 
 
All organizations that are being charged at the commercial rates will also be 
charged a security deposit of $500.00. This deposit will be returned when the 
district has determined that no additional costs were incurred. Any additional 
charges that may have occurred will be deducted from the security deposit. 
 
Commercial special event fees will be negotiated by the Chief, Facilities Planning, 
Construction, Maintenance and Operations or designee. 
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Any request that is not specifically included in the fee schedule will be evaluated 
on an individual basis and charged accordingly. 
 
Charges for the use of school facilities and grounds shall be determined based 
on the Fee Schedules adopted by the Board. Fees are subject to change at the 
sole discretion of the Board, with the effective date of new fees to be 60 days 
following the Board approval of the new fees. In addition, fees will be increased 
accordingly whenever district employee hourly rates increase; these increases 
will be effective at the same time as the new hourly rates go into effect. 
 
Users of facilities shall offer no gratuities to school personnel nor shall school 
personnel accept gratuities from any users. Gratuities for school programs are 
not to be solicited; however, unsolicited gratuities may be accepted by the district 
in appreciation for the rental inconvenience. Such gratuities shall be donated to 
the district, through the Civic Center Permit Department. An accompanying 
letter from the donor may recommend that the gratuity be directed to a particular 
site and/or for a particular program.  The money will then be deposited with 
PUSD, then distributed to the site and account code as deemed by the donor/site 
administrator or designee using the 40/30/30 policy. 
 
Fee Schedule for Filming and Photography - Basic Fees 
 
Prep and strike:  first 8 hours is $1,500.00, $150.00/hour thereafter. 
 
Parking: $650.00/50 or less cars; $1,000.00 for 50+ cars & 2-3 trucks; 
$1,500.00 for 100 cars + 4-5 trucks.  Base camp is separate from crew parking 
and is an additional $1,500.00 per date of use. 
 
Hold day:  $1,500.00. 
 
Still photography:  Fee is $100.00 per hour in addition to facility fee associated 
with facility used with a four-hour minimum, including an additional charge for 
custodial at time and a half. 
 
Fee Schedule for Athletic Field 
 
Custodial and Gate Attendant Fees 
 
FIELDS 
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For permits Monday through Friday after regular school hours when a custodian 
is already on duty, a PUSD custodian will unlock designated gates 15 minutes 
prior to the permitted start time and lock the gates, 30 minutes after the 
permitted end time.  The custodian will take note of the condition of each field 
before and after each group’s use.  Groups requesting relief from custodial hours 
must pick up trash, empty trash cans and have portable toilets available to their 
participants.  If any of the above are not met, the group will be asked to correct 
the problem.  If the problem is not corrected, PUSD reserves the right to charge 
custodial hours as deemed necessary.  If the charges are not paid, the permit 
will be revoked.  Future permits will not be issued until all outstanding charges 
are paid. 
 
A PUSD Gate Attendant will unlock gates in the mornings and lock the gates in 
the evenings for weekend use of fields by user groups.  The Gate Attendant will 
take note of the condition of each field before and after each group’s use.  Groups 
requesting relief from custodial hours must pick up trash, empty trash cans and 
have portable toilets available to their participants.  If any of the above are not 
met, the group will be asked to correct the problem.  If the problem is not 
corrected, the group will be asked to correct the problem.  If the problem is not 
corrected, PUSD reserves the right to charge custodial hours as deemed 
necessary.   If the charges are not paid, the permit will be revoked.  Future 
permits will not be issued until all outstanding charges are paid. 
 
A security deposit in the amount of $1000.00 will be provided to PUSD by the 
applicant for each Field Use Permit.  If it becomes necessary for the custodian to 
clean up following an event, the user will be notified and the deposit will be 
utilized to fund the custodial overtime.  The user will then be required to pay for 
custodial services on all future uses. 
 
John Muir High School and Pasadena High School synthetic track and football 
fields, a custodian will be assigned to work Saturday or Sunday, for youth 
football games and track meet events.  For permits of use when custodians are 
not on duty, the custodial hours assigned equal the hours used plus one hour, 
for permit of four hours or less and equal the hours used plus tw3o hours, for 
permits over four hours. 
 
GYMNASIUMS 
 
Custodian support is mandatory for all users of gymnasiums.  For permits of use 
during regular school hours when a custodian is already on duty, the custodial 
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hours assigned equal one hour for permits of four hours or less and equal two 
hours for permits over four hours.  For permits of use when custodians are not 
on duty, the custodial hours assigned equal the hours used plus one hour, for 
permits of four hours or less and equal the hours used plus two hours, for 
permits over four hours. 
 
Custodians are expected to remain on site and notify the users of their location 
on the campus.  Custodians are also required to check in every hour with the 
activity sponsor to inquire if custodial services are needed.  It is anticipated that 
custodians will be assigned specific custodial tasks by the site administrators or 
the custodial supervisor during this time period. 
 
PUSD has adopted a fee schedule similar to the fee schedule currently used by 
the City of Pasadena.  The Civic Center Permit Office will make biannual 
adjustments over a period of time (2-3 years).  The biannual adjustments will 
serve as an acclimation period.  However, PUSD’s fee schedule for nonprofit 
youth organizations may not allow the City’s fee schedule since PUSD is required 
to follow the Civic Center Act.  Only direct costs will be charged for the nonprofit 
youth organizations. 
 
Non-fee exempt organizations are subject to an application fee for Facility Use 
Permits.  The application processing fee is $75.00.  Organizations that are 
exempt from fees (excluding direct expenses) are also exempt from the 
application processing fee. 
 
All fee-exempt and non-fee exempt organizations are subject to a $10.00 per 
hour fee for nonprofit youth organizations and $35.00 per hour fee for all other 
organizations for the use of outdoor field lighting.  This fee will be adjusted as 
utility rates change. 
 
Only facility fees collected will continue to be shared with the host school site 
receiving 40%, Civic Center Permits Department receiving 30% and the 
remaining 30% will be distributed to the remaining schools, as per Board Report 
105-F, dated June 9, 2009, effective July 1, 2009. 
 
OTHER FACILITIES 
 
Small groups using classrooms or common areas for a minimal amount of time 
will not be assessed a custodial fee.  Examples of this would be Boy and Girl 
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Scouts and other similar community organizations conducting meetings such as 
neighborhood organizations. 
 
Report of Use 
 
After each usage of district facilities and grounds an "Employee's Report of Use 
of School Facilities," (Time Ticket), will be completed by the employee in charge 
and signed by the principal. The original time ticket is then forwarded to 
Facilities Services within 48 hours, and the copy is retained at the site for one 
year. Any irregularities in usage of the facility shall be reported. 
 
"Reports of Use of School Facilities" are retained in the Civic Center Permit 
Department for 24 months. 
 
Food Services Facilities 
 
1. General Policies and Regulations 
 

a. No commercial caterers are authorized to use the food services 
facilities or equipment. 

 
b. Breakage, damage, or loss of equipment shall be paid by the group 

or organization using the food service facilities. This must be 
reported immediately by the principal on Form 30-30245. Costs 
shall be established by Food Services and/or the Civic Center Permit 
Department and the group or organization shall be invoiced by the 
Civic Center Permit Department. 

 
c. Food Services shall be responsible for notifying the group or 

organization of the equipment which may be used, supervising the 
use of the equipment, checking the use of the range and unlocking 
and locking the kitchen doors. 

 
d. Minors are not allowed in the kitchen area. 
 
e. The cash register or automated point of sales equipment may not be 

used by a group or organization as it contains a permanent record 
of Food Services. 
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f. Only Food Services employees must be employed to prepare food in 
the kitchen and all food shall be purchased by Food Services. 

 
g. The group or organization using Food Services facilities shall be 

charged for the use of Food Services employees at the regular rate 
of pay or overtime rate of pay, as applicable. 

 
h. School-connected groups such as student and employee 

organizations as well as civic center users are eligible to use kitchen 
facilities. 

 
Use of School Facilities When Food Service Meal is not Prepared by Food 
Service Employees 
 
A "Request for Use of School Facilities" shall be submitted to the Civic Center 
Permit Department by the organization requesting a food service facility no 
earlier than 90 days and at least two weeks prior to date of intended use. 
 
The only equipment that may be used is the stove for boiling water, sink for 
washing, coffeemakers, and utensils as requested on the application form. 
 
A Food Services employee must be present at all times when the kitchen is used. 
The group or organization using the kitchen will pay the overtime salary of the 
Food Services employee(s). If a portable refrigerator is available for use, it will be 
available to the school organization or school-connected organization at no 
charge. 
 
All food furnished by the group or organization shall be prepared and served 
outside of the kitchen. 
 
The group or organization must furnish soap, towels, and all labor for hand 
washing all utensils used. District equipment requested must be washed, dried, 
and neatly stacked on the drainage area. 
 
Utensils belonging to the organization which are overlooked and not removed will 
be set aside and the principal's office notified. 
 
A time ticket for the Food Services employee working during use of Food Services 
facilities shall be signed by the employee, and forwarded to the Food Services 
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Department to be entered on the monthly time sheet. The group or organization 
shall be required to pay the overtime salary of the Food Services employee. 
 
Use of School Facilities When a Meal is Prepared by Food Services 
Employees 
 
A Request for Use of School Facilities shall be submitted to the Civic Center 
Permit Department by the organization requesting facilities no earlier than 90 
days and at least two weeks prior to the date of use. A copy of the request will 
be forwarded to Food Services. 
 
The organization's representative shall select a meal from the menus on file in 
Food Services. Food Services shall be responsible for the procurement of the food 
(based on confirmed reservations), preparation of the meals, serving of the meals, 
and cleaning of equipment. The organization shall furnish table servers unless 
this service is requested on the application form. 
 
Food Services shall secure sufficient personnel to perform all requested 
functions. 
 
Cafeteria kitchen facilities shall not be used except as may be arranged with the 
district's Food Services Department at the time the Request for Use of School 
Facilities is submitted. 
 
When programs are scheduled in cafeterias in which meals are served by district 
Food Services, the user shall be assessed meal charges in addition to the use of 
facility and/or other charges. 
 
The applicant must report to Food Services the confirmed number of reservations 
three days prior to the event. Alterations of this number will be permitted up to 
9:00 A.M. on the day prior to the event. 
 
The group requesting meals must pay for the meals to be served at or before the 
time of service. If the number of meals served is less than the number of 
reservations, the organization will be responsible for paying unfilled reservations 
in excess of 10. 
 
When meals are prepared by Food Services, a separate monthly time sheet is 
prepared by Food Services. Costs are charged to that school's food service 
account and are computed as part of the meal cost. 
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