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CCPS FACILITY USE CONTRACT

Who to contact

Schools and Facilities Contact individual School or Facility
Performing Arts Center Rental (PAC) Contact PAC at 770-473-2875
Professional Learning Center (PLC) Contact PLC  at 770-473-2795
School Field Rentals Contact individual School Athletic Director 
Stadium Rentals Contact Athletic Director 770-473-2845

http://www.clayton.k12.ga.us/facilities/otherdistrictfacilities/PAC/rentals.asp


CCPS FACILITY USE CONTRACT

Things you need to know:

 allow at least 2 weeks to processing, contracts received with less than 2 weeks to 
process will be denied and returned 

 the most updated contract should always be used (Facilities/Maintenance 
website)

 contracts run only through our fiscal calendar school year (July 1 – June 30)
 if the certificate of insurance is not received 48 hours prior to the event date the 

contract will be denied
 if payment is not received 48 hours prior to the event date the contract will be 

denied
 payment must be made in the form of a Cashier’s Check or Postal Money Order 

no personal checks or cash will be accepted
 payments should be made payable to Clayton County Public Schools



CCPS FACILITY USE 
PROCESS

 Partners – Attach description of 
partnership/services provided

 The Principal’s Recommendation for 
Fee Waiver is a recommendation only

* If School Nutrition personnel are needed, contact     
that department to determine the number needed

** Nutrition Director will sign only if nutrition employees 
are required

STEP 1
Applicant

submits  
completed 
contract to 

facility of choice 
for total due 

and approval or 
denial

STEP 2
Principal/Building 

Administrator 
reviews contracts, 
contact Safety & 

Security for number 
of officers needed 
*,  and calculates 

total due

STEP 3
Principal/Building 

Administrator 
recommends Fee 

Waiver for 
qualified partners  
only based on in-

kind services 
executed 

STEP 4
Principal/Building 
Administrator if 

approved - signs 
contract and 

forward to Area 
Superintendent

STEP 5
Area 

Superintendent 
reviews  and 

signs contract STEP 6
Safety & Security  

reviews and 
signs contract **

STEP 7  
Maintenance 

Director verifies 
calculations and  

forwards to 
Principal/Building 
Administrator for 

certificate  of 
insurance & 

payment

STEP 8
Applicant will 
have 48 hours 

prior  to event to  
submit payment 

and certificate of 
insurance to 

Principal/Building 
Administrator

STEP 9
Maintenance Director 

After payment & 
Certificate of 

insurance is received, 
assigns a contract 

number  and emails  
approved contract 
all the appropriate 

departments 

Step 10 
Principal/Building 

Administrator  
informs  applicant 

of status and 
forwards payment 
and copy of  the 

approved 
contract to 

Business Services 
for deposit



CCPS FACILITY USE CONTRACT

Clayton County Public 
Schools Facility Use Price 
List  & the Facility Use 
Contract are available 
online at:

clayton.k12.ga.us
Select 
Departments
Select 
Facilities Maintenance
Select 
Use of Facilities Contract

Note
ONLY the Superintendent  
has the authority to reduce 
or waive fees.



CCPS FACILITY USE CONTRACT

Clayton County Public Schools 
Facility Use Contract includes the 3 
page Terms and Conditions. Please 
initial each Term/Condition. SC
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SC

SC
3

SC

SC

SC

SC

SC



Maintenance HS                                      Nov 3, Dec. 15 &  Jan 2

6:30 pm    9:30 pm
$ 8.00
$ 4.00

Organization Name                        80               
1234 Rental Ave

Jonesboro                          GA                30234

John Doe                             770 ###-####

Johndoe@gmail.com Dance Off/ Contest

October 1, xxxx                                                        John Doe   

Applicants MUST:

 complete the entire top portion 
of the contract

 review and initial each Term 
and  Condition

 provide payment Cashier’s 
Check or Postal Money Order

CCPS FACILITY USE CONTRACT

Note:
This is a legal document.  Please do 
not leave any section blank or your 
contract cannot be processed. 

 provide a certificate of 
insurance, which must reflect 
CCPS as the certificate holder 
and as an additional insured



Principal/Building Administrator must: 
 verify that all sections of the contract are 

complete and required documents are 
received

 complete the “Applicable Facility Charges” 
section using the price list to calculate total 
due (contact departments i.e. Safety & Security and 
School Nutrition, to determine proper charges)

 approve or deny contract 
 forward the original signed contract, to the 

Area Superintendent’s office
 verify that certificate of insurance reflects

CCPS as the certificate holder
 keep a copy of all forwarded documents 

with the original Cashier’s Check or Postal 
Money Order

Safety  & Security will determine how many 
officers will be required for each event. 

Maintenance Department will give the final 
approval or denial and sign the contract.

CCPS FACILITY USE CONTRACT

Principal Signature      10/6/xx                                                 School Contact
& Phone Number

Area Superintendent Signature                                   10/10/xx

Maintenance Director’s Signature            10/20/xx

Safety and Security’s Signature                                   10/14/xx



CCPS FACILITY USE CONTRACT

NEW
Principal’s Recommendation for Fee Waiver
(Completed by the Principal/Designee)

The Principal’s Recommendation for Fee Waiver is a 
recommendation only.  The Superintendent or 
Designee are the only authorities to waive fees.   
Only the facility charges can be waived.

To request a fee waiver or fee reduction:
 allow at least 2 weeks for processing to be considered 

for fee waiver
 the applicable facility charges section must be 

completed at the full rate and show the total due
 check yes or no if the requester partners with 

your school
 provide explanation of specific dates and 

partnership/services provided (required)
 indicate if the request is for no fees or reduced fees (½)

X

X



CCPS FACILITY USE CONTRACT

NEW
Principal’s Recommendation for Fee Waiver
(Completed by the Principal/Designee)

Based on the documented explanation 
received from the principal it will be 
determined if the applicant qualifies for no fee, 
reduced fee (½ off) or if full fees will be 
charged.  This applies to the facility charges 
only. Custodial and security charges must be 
applied.

In this example the request has been approved 
for reduced fees and the total due has be adjusted.

The cost break down is as follows:

Facility charge  3 x $150.00  = $450.00 
$450.00 – $225.00 (½) = $225.00

$225.00 + $105.00 + $270.00 =Total Due $600.00
Custodial charge +   Security charge 

X

X____$ 600.00



CCPS FACILITY USE CONTRACT

Once the contract has been signed  and 
approved by the Maintenance Director:

 a contract number will be assigned
 the contract will be scanned and emailed to:

1. Principal/Building Administrator
2. Area Superintendent
3. Facility Bookkeeper/Administrative Assistant
4. Energy Management
5. Safety and Security
6. Nutrition Director (If applicable)

444-09172014



RESPONSIBILITIES

A
pp

lic
an

t •Contact Principal/Building 
Administrator to verify 
availability 

•Complete and  submit 
contract 

•Provide a certificate of 
insurance, which must
reflect the facility being 
rented as the certificate 
holder and as an additional 
insured (48 hrs. prior to 
event date)

•Submit payment (48 hrs. 
prior to event date)

Pr
in

ci
pa

l/B
ui

ld
in

g 
A

dm
in

ist
ra

to
r • Verify contract is complete

• Contact  departments (fees)
• Calculate fees for total due
• Approve or deny contract
• Forward contract and paperwork 

to Area Superintendent
• Secure payment
• verify that certificate of insurance 

reflects CCPS as the certificate 
holder

• Maintain a copy of contract
• Forward payment  to Business 

Services
• Point of contact for all events

A
th

le
tic

s 
De

pa
rtm

en
t •STADIUM RENTALS ONLY

•Approve or deny contract
•Contact the Athletic 

Director at 770-473-2845 for 
detailed process

CCPS FACILITY USE CONTRACT



RESPONSIBILITIES

A
re

a 
Su

pe
rin

te
nd

en
t •Approve or deny  

contract
•Forward contract to 

Safety and Security

Sa
fe

ty
 &

 S
ec

ur
ity •Verify the number of 

officers assigned to 
the event  

•Sign and forward to 
the Maintenance 
Department (if 
nutrition employees 
are needed forward 
to the Nutrition 
Department)

N
ut

rit
io

n 
De

pa
rtm

en
t •ONLY IF NUTRITION 

PERSONNEL IS  
NEEDED

•Verify the number of 
employees needed

•Sign and forward to 
the Maintenance 
Department

M
ai

nt
en

an
ce

 D
ep

ar
tm

en
t •Review accuracy of 

contract
•Approve or deny 

contract
•Assign contract 

number
•Provide copy of 

approved contract to 
Principal/Building 
Administrator, Area 
Superintendent, 
Facility Bookkeeper 
Energy Management 
& Safety and Security

CCPS FACILITY USE CONTRACT



CLAYTON COUNTY PUBLIC SCHOOLS 

Thank you for your attention.  Feel 
free to contact us with any questions.

Facilities/Maintenance
770-473-2825  Press #9
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