
INSTRUCTIONS/CHECKLIST FOR RENTERS OF SCHOOL FACILITIES 
 
   Completed 

1.  The event, date and time must be approved by the school principal.    
 

2. An executed Facility Use Application Form must be submitted to the school principal at 
least ten (10) working days in advance of the event. 
 

3. All users must either purchase insurance through the Panhandle Area Educational 
Consortium’s TULIP program at https://gatherguard.com/ or provide a Certificate of 
Insurance which must include general liability with a minimum limit of $1,000,000.00.  
The Certificate of Insurance must name Calhoun County School Board as a certificate 
holder.  Proof of insurance must be provided at least seven (7) working days in advance 
of use. 
 

4. A non-refundable deposit of 50% of the estimated rental fee from the Rental Fee Schedule 
will be charged at the time of reservation of the facilities.  The remainder of the facility use 
fee is to be paid within five (5) days of the usage.  The payment should be made out to the 
Calhoun County School Board and given to the school.  Notification of cancellation of a 
rental request by the renter must be submitted to the school at least 48 hours in advance. 
 

5. A school employee designated by the principal or designee must be present for all activities 
including, but not limited to, set up and rehearsals.  Additional personnel may be required 
for use of auditoriums and gymnasiums.  At least one district food service employee must 
be present whenever food service facilities are used.  The charge for these employees will 
be paid by the renter. 
 

6. All items belonging to the renters must be removed immediately after the event.  In no case 
are they to be left until the next day. 
 

 

https://gatherguard.com/


CALHOUN COUNTY SCHOOL BOARD 
FACILITY USE APPLICATION FORM  

 

 TO BE COMPLETED BY THE USER OF FACILITIES: 

Name of User: ______________________________________________  Phone #: ____________________ 
 
Representative: __________________________________ Phone #: ____________________ 
 
Facility Requested: _______________________________________________________________________ 
 
Date (s) Requested: _________________________Beginning Time: ___________ Ending Time: ________ 
Date (s) Requested: _________________________Beginning Time: ___________ Ending Time: ________ 
Date (s) Requested: _________________________Beginning Time: ___________ Ending Time: ________ 
Date (s) Requested: _________________________Beginning Time: ___________ Ending Time: ________ 
 
Describe the event to be held on  School Board property: 
_______________________________________________________________________________________ 
 
______________________________________________________________________________________ 
 
Is this event non-profit?   ______Yes     _______No 
Exception/Exemption Category: _______________________________________________ 
 

Users must agree to the following conditions before their request can be considered: 
 
The _______________________________________________________________________ agrees to: 

(Name of User) 
 

1. Hold the Calhoun County School Board harmless and  indemnify  it against all claims for liability, prop-
erty damage, accidents or injury which may arise or occur by reason of use of school facilities.  Agree to 
hold harmless and reimburse the School Board for any vandalism or damage that occurs as a result of 
the facility being used. 

2. Provide a certificate of insurance  naming the Calhoun County School Board as additional Insured 
for the activity with a minimum amount of $1,000,000  general liability coverage or purchase coverage 
from the Tenant User Liability Insurance Policy (Gather Guard).   

3. A 50% non-refundable deposit of the estimated rental fee is due at the time of reservation of the facili-
ties.  The remainder of the usage fees must be paid within five (5) days of the usage. (See Facility Use 
Fee Schedule on next page) 

4. Pay all subsequent charges  that result from damage or additional clean-up fee. 
 
     

 
___________________________________________________________           ______________________ 

Signature of Representative    Date  

Principal’s signature acknowledging the activity is approved and will not interfere with regular school activi-
ties. 
 
____________________________________________________________ ____________________ 
                             Signature of Principal          Date 
 
SEE FEE SCHEDULE ON NEXT PAGE FOR FEES CHARGED BY CALHOUN COUNTY 
SCHOOL BOARD FOR USE OF FACILITIES.  PRINCIPAL MUST SIGN AND TURN FORM IN 
TO THE DISTRICT OFFICE. 



Amount Charged

Insurance and fees for custodial, lunchroom and/or sound 
personnel will be in addition to the rental fees.

Facility Estimated Cost

Custodial, 
Lunchroom, or 
Sound Personnel

$35 per hour (3 hour minimum)

Auditorium, Gym, 
Fields

$125 per hour- rehearsals charged 
at same rate (3 hour minimum)

Lunchroom

Classroom $50 per hour (3 hour minimum)

$100 per hour (3 hour minimum)

Notification of cancellation of a rental request by the renter must be
submitted to the school at least 48 hours in advance.



 
 

 
 

GatherGuard -Tenant User Liability Insurance Program (TULIP) 
 
 
What is GatherGuard? 
 
When an individual or organization rents a facility or venue for an event, GatherGuard provides low-cost general liability 
insurance. It protects both the user and the facility against claims by guests who may be injured as a result of attending 
the event. It’s an easy-to-use, fast method of insuring most types of events including seminars, weddings and receptions, 
birthday parties and concerts. 
 
How it Works 
 
Coverage limits are pre-set, along with contact preferences.  Individual or organization using the facility will be able to see 
predetermined information, options customized to your venue or organization, and the type of event being held. You will 
be able to send customers directly to gatherguard.com to purchase insurance through our simple, online system. 
 
Support team is available by phone or email to answer questions about GatherGuard or to offer technical assistance. 
Once purchased, the policy and proof of coverage will be delivered instantly to the email address provided by you and will 
include your organization as additional insured. 
 
Purchasing Instructions 
 
User Tenant will be able to obtain a quote from the GatherGuard website using one of two methods: 
 
Venue ID Codes 

• Visit GatherGuard Wesite at gatherguard.com. (https://app.gatherguard.com/?f=4771) 
• Select Get a Quote and answer a few questions about your event 
• Where prompted, enter the applicable venue ID code provided by your venue, or search for your venue by name 

and address 
• Complete the application and purchase coverage 

 
Direct Referral Link 
 
If your venue has provided you with a direct referral link: 
 

• Copy and paste the referral URL into your browser. You will see a message that displays the referring 
organization’s 

• Search for the location by Facility Name and Address, or venue code if one has been provided to you. 
• Complete the application and purchase coverage 

 
Quoting system is supported by Chrome, Edge, Safari or Firefox Browsers.  Costs are based upon the risk of the activity, 
days of the activity, the number of participants, and if there are any special requirements.  Coverage is bound by making 
the premium payment online.  Note, the only form of payment is by credit card.  Once payment is processed, all policy 
documents will generate, including Certificate of Insurance with venue information.  
 
Customer Service is available to answer any questions at 844-747-6240, Monday through Friday, from 8:00 am to 
8:00 pm Eastern Time. 
 
The Gallagher Client and Gallagher will receive a copy of the policy and a Certificate of Insurance.  The Gallagher Client 
is responsible for checking the certificate against the facility’s use to verify that the correct information was provided. 

For all events, the Gallagher Client will be named as Additional Insured. 
  

https://app.gatherguard.com/?f=4771
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